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Purpose

This guide presents a detailed description of the RevCom Review and Comment system for use
by the RevCom Technical Standards Manager (TSM). The RevCom 5.0 TSM User Guide
provides detailed instructions for understanding and managing the features and functionalities of
the RevCom process. It explains TSM’s process for coordinating official comments to draft
Standards: the assignment of SMEs to review and comment on DOE draft Standards; the
assignment of delegate(s) to manage the comment coordination process for each Standard;
setting the due date for SME and Delegate comments; reviewing and compiling SME, Delegate,
and supporting organizations comments into a single comment package for submittal to DOE by
the due date; and coordinating with the DOE and SMEs, Delegates, and supporting
organizations on resolution of outstanding issues resulting from the Standard PA’s response to
the site's comments.

Introduction

RevCom Overview

RevCom is a Web-based Review and Comment System (RevCom) that enables managers and
employees from throughout the Department to participate in the review and approval of
revisions and additions to the Technical Standards (Standard). Draft Standard documents in
RevCom are electronically segmented by paragraph, chapter, or section, which allows users to
record their comments by discrete segments, and provides for easier comment resolution and
reporting. Because users record their comments directly online, the RevCom system reduces
the amount of time a directive spends in draft status. Comments are consolidated in each DOE
office prior to submission to the next organizational level of review in the system.

RevCom is a modified workflow system, specifically designed for the controlled collaboration
environment required for policies, procedures, and regulations development. Organizations and
individuals are either assigned or invited to participate in various review processes, within a pre-
defined workflow that manages routing, due dates, and assignments. Draft documents are
routed through the system according to a workflow established by either the Preparing Activity
(PA) or administrator. RevCom automatically maps the default workflow to the organizational
hierarchy, and allows for variations in the depth and breadth of participation for any given
document. To facilitate the broadest possible involvement in the review process, the Technical
Standards Manager (TSM) for each participating office/organization has the ability to invite their
own subject-matter experts to comment on draft documents, and these TSMs have complete
control over the comments from within their organization.
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Time management is critical to the success of any controlled collaboration process. RevCom
provides sophisticated tools to manage and measure the time allotted for each draft document
review, including cascading due dates for each “parent” organization and its reporting offices (or
“children”). Due dates are automatically set by the RevCom system and must either be met or
manually extended. Late submissions are only accepted when an authorized TSM extends the
due date for his/her reporting organizations, and the system keeps track of planned vs. actual
dates for submission of comments and comment resolution.

Key RevCom features include:
e Automatic, electronic notification (e-mail) sent to individual users within assigned DOE
offices whenever a document is opened for review and comment
¢ Automatic, electronic notification of review and comment due dates
e Automatic, electronic reminders for review and comment due dates

e A structured, hierarchical DOE review and comment reporting structure with centralized
coordination within each office or organization

o An ad hoc reports module built into the system to allow all users to view all official
comments submitted by DOE offices and organizations

RevCom 5.0 TSM/Delegate/SME User Guide
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The RevCom Workflow Process for Standard

Whenever a DOE draft directive has been issued by TSPO for complex-wide review and
comment, RevCom electronically notifies all assigned DOE Technical Standards
Managers (TSMs).

The due dates for each office or individual assigned to the draft document are
automatically established in the system, including all hierarchical levels submitting
comments.

The TSM reviews the draft directive and determines who at his/her office is the
appropriate person(s) responsible for conducting/coordinating the institutional review of
and comment on the draft directive for the office.

The TSM has the option of delegating his/her comment coordination responsibilities for
each draft.

Either the TSM or the delegate enters the Subject Matter Expert (SME) assignment(s)
into RevCom, as appropriate.

The TSM or the delegate may reset the office due date (the date delegate and SME
comments are due to the TSM), provided the new due date is still within the due date
established by the PA.

If the TSM resets the office due date established by the system, each delegate and SME
assigned to the document will automatically be notified via e-mail.

SMEs must enter their comments into RevCom by their office due date. RevCom will not
accept late comments. Late comments at any level will only be allowed if the next higher
level extends the due date.

The TSM reviews and consolidates SMEs' and delegates’ comments into a single official
comment package for the office and submits the package of official comments either to
the PA or to the office’s next higher level, as appropriate. RevCom automatically
determines where official comments packages are to be routed, based on the
organizational hierarchy maintained by the administrator.

Ultimately, the many final comments packages are consolidated and submitted to the PA
for comment resolution.

The PA reviews the comments received on the draft, and responds back to the
participants via RevCom on the resolution of the various issues raised.

To produce a document ready for final clearances and, ultimately, publication, the PA
may post several versions of a document and may assign different workflows and/or
reviewers for each version.

TSPO proceeds with the issuance of a final version of the document and posts it to the
Standard website.

RevCom 5.0 TSM/Delegate/SME User Guide
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To begin working with RevCom, go to the RevCom link on the portal web page. As a TSM, a

username and password have been provided for you. To login to RevCom, enter your username
and password under the TSM label. Upon successful authentication, the TSM Document List

Page will be displayed.

Note: This is the document list from which a document is picked for subsequent actions. It shows each

version assigned to you displaying date, title, and version with sections for document status.

The following table describes the process the TSM follows to login to the RevCom system:

TSM Login

To begin any TSM task you
must first login.

1. Click on the RevCom link on the portal page to open the
Login screen.

2. Login by entering your TSM Username and Password
under the TSM label. Both are case sensitive. Click the
Login button.

3. The TSM Document List screen opens showing all
documents that have been uploaded into the system and
displaying the functions available to the TSM via the TSM
Menu Bar and associated submenus.

Exit

To exit from RevCom, from the menu bar select Document >> Exit. This link will close your
session with RevCom and you will have to return to the login screen to re-enter the system.

RevCom 5.0 TSM/Delegate/SME User Guide
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About Documents and Versions

The Difference between a “Document” and a “Version”

RevCom distinguishes between a “document” and its versions. Though reviewers, commentors,
and TSMs will primarily work with individual versions of each document, the “document” is
actually just the master record that contains information that is common to all versions (such as
the document title), and provides the key to performance measures and reports for the entire
document review cycle.

Select a Document Version to Work On

You will work on individual versions of the document using the Document List screen. To select
a version to work on, click Document Select submenu to display the list of all the active
versions of documents in the system.

The Document List

The Document List screen is the main screen for selecting documents to review. It lists the
documents that your organization has been assigned to comment on as well as other
documents available for comment. The Document List is organized according to status, and
identifies draft versions by ID, title, and due date:

o Open for Comment. The list of versions that are open for comment.

e Comment Resolution: The list of versions that are no longer open for comment and
comments are being resolved and responded to by the PA.

o Completed: The list of versions that have completed their review cycles.

e Cancelled: The list of versions for which the review cycle has been cancelled prior to
completion.

o Withdrawn: The list of documents that have been withdrawn, along with each of their
versions, from all RevCom review processes.

e Final: The list of documents that have completed the review cycles for each of their
versions.

To select a document version to comment on, simply click on the document title. The system will
display the Comment Entry screen for the document version you select, if the document is in the
section Version Open for Comment. The system will display the Section List screen for all
remaining version sections. The system will display the Document History screen for all
document sections.

RevCom 5.0 TSM/Delegate/SME User Guide
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Display Document and Version Information

At the document level there are two options available to provide additional document
information.

History

The document history is a view of the document and each of its versions. It shows the status of
each version, the number of accesses to the version, the number of comments for the version
by comment type, and the planned and actual dates for each review period, (open for comment,
open for resolution, comment period completed or cancelled).

The following table describes the process the TSM follows to review the document history:

Note: To view the document history, you must fist select a document version from the Document List
screen.

Document History 1. From the menu bar select Document >> History to
open the Document History screen.

To view the document
history. 2. The system displays the status of each version, the
number of accesses to the version, the number of
comments for the version by comment type, and the
planned and actual dates for each review period.

References

The version References is a list of documents that provide reference materials related to the
version you are working on. The References screen shows the document ID, title, and issue
date followed by the reference title and summary for each supporting reference document.

The following table describes the process the TSM follows to review the reference documents:

Note: To view reference documents, you must first select a document version to work on from the
Document List screen.

References 1. From the menu bar select Version >> References to
open the References screen.

To view the document
references. 2. The system displays the id, title, and issue date of the
document version followed by the title and a summary of
each supporting document. A reference document may be
displayed by clicking on the reference document title.

RevCom 5.0 TSM/Delegate/SME User Guide
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Coordinating the Review of a Document Version

Overview

Reviewing document versions is the very heart of your role in the RevCom system. As TSM,
you are responsible for coordinating the review and comment process for your office or
organization. Once your reviewers have entered their comments, it will be your responsibility to
review all of the comments to determine which will be included in the official comments package
for your organization. RevCom provides you with the tools you will need to get this done easily
and on time.

One of the most powerful features at your disposal is the ability to assign one or more
Delegates to handle the comment coordination process for you. Typically, a Delegate is
someone with deep knowledge and responsibility in the subject area of the document being
reviewed and someone who knows the top subject-matter experts in the field. Since, like you, a
Delegate will have the authority to edit comments and recommend which comments will be
included in the final package, you should choose someone who both knows the subject area
and will work with you to complete the review. For example, if the document version you are
reviewing deals with security, you would choose as your Delegate the person in your
organization who is a recognized authority on security issues, or the person who is responsible
for dealing with security issues in your organization. You can assign as many Delegates as you
like; however, it's usually more efficient to limit the number of Delegates to one or two — or none.

Both you and your Delegate(s) have the authority to assign and invite subject-matter experts
(SMEs) to review a document version. Of course, few if any people actually have “Subject-
matter Expert” in their job titles — this is just a generic term we use to describe the people who
either should or must comment on a particular document version. The review by SMEs is, as
they say, where the rubber hits the road, and their comments will often form the true basis of
your office or organization’s position on a document version that is out for review. RevCom has
been designed to make it as easy as possible for SMEs to review and comment on a document,
yet provides you with the controls you need to ensure that your SME comments are useful and
germane.

The bottom line is: don’t be afraid to delegate. As TSM, you hold the keys to the process, and
you decide what gets submitted in the final comments package for your organization. Delegates
and SMEs can ensure that the package you submit clearly represents your position on the
document.

RevCom 5.0 TSM/Delegate/SME User Guide
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Assigning Delegates and SMEs

To facilitate and enhance the review and comment coordination process, you have the option to
assign Delegates and individual reviewers (subject-matter experts — SMEs) to work on a
specific document version.

Note: Assigning Delegates is an optional function. You can successfully coordinate the review and
comment process yourself without the help of Delegates.

Delegates are typically people who have knowledge, experience, and/or responsibility in the
subject area of the document being reviewed. Your Delegates will have essentially the same
privileges and authorities as you: assign SMEs to review the document, change the relative
importance of comments (e.g., from “Major” to “Minor”), edit the text of comments, submit their
own comments, and recommend individual comments for inclusion in the final package. On the
other hand, only you — the TSM — have the authority to submit the final comment package.

Subject-matter Experts (SMEs) are often the people who will do most of the commenting on
document versions. Though assigning SMEs is optional, this is the best way to ensure that your
final comment package will reflect the broad spectrum of experience and knowledge in your
organization. To encourage review and comment, SMEs use a very simple RevCom interface
and have few privileges beyond reviewing the document version, looking at the comments from
other users within your office or organization, and entering their comments.

In addition to allowing comments from pre-assigned SMEs (i.e., from SMEs assigned by you or
one of your Delegates), the current configuration of RevCom at DOE will allow other SMEs in
your organization to login with their e-mail address and submit comments to you.

Reviewers, delegate and SME accounts need to be set up prior to assignment (see the section
on Managing Organizations and Users or select Accounts >> Create Users from the menu).
Once you have created accounts for your SMEs and Delegates, you can arrange them into
subject-area groups and re-assign them to subsequent versions and new documents. Of
course, you can always add or change your SME and Delegate accounts.

Once a Delegate has been assigned to a document version, he or she can assign their own
SMEs to comment on the version.

Note: The Version >> Assign Users submenu is only available when a version has been selected from
the Document >> Select submenu.

RevCom 5.0 TSM/Delegate/SME User Guide
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The following table describes the process for assigning Delegates to a document version.

Assigning Users 1. From the menu bar select the Versions >> Assign
User to open the Assign User screen. This screen displays
Assign users to versions for | the version title, the name of the individual to whom your
comment. comments are due, their organization, and the date the
comments are due.

2. The Assign User screen will also display the groups (if
defined) and the reviewers previously defined with
checkboxes for selection.

3. Check the reviewers or groups you want to assign to
the current version. Click on the Assign User button.

4. Once you have assigned the groups and/or reviewers
to the selected version, you may notify your users that they
have been assigned as a reviewer.

Note: A successful user assignment will bring up the Assign User screen with a “User assignment
successfully updated“ message.

RevCom 5.0 TSM/Delegate/SME User Guide
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Setting the Due Date

When a document is made available for comment, a “global” due date is set. The global due
date is the date by which all comments are due to the PA. The due dates are set throughout the
system based upon the organizational hierarchy and the default number of days allowed for
each assigned organization in the hierarchy. Though the total review period may span thirty
days or more, individual organizations and offices within DOE may have less time to comment if
their comments have to be routed through another organization before reaching the PA.

If your organization has been assigned to the review process for a document version, RevCom
will automatically set the date your comments are due to the next organization in the review
hierarchy and the date comments are due from your delegates, your SMEs, and your reporting
organizations to you. Each TSM within the review hierarchy has the authority to change the date
(i.e., either shorten or extend) comments are due to them; however, only the TSM (or PA) to
whom you will be submitting your comments can change the date your final comments package
is due to them.

Each time you change the dates comments are due to you, RevCom will give you the
opportunity to notify your reviewers (Delegates, SMEs, and TSMs in your reporting
organizations) that you have changed the date. In general, it is best to allow a few days
between the date comments are due to you and the date comments are due the next level TSM
in line. If you make a mistake, you can always re-set the due date.

The following table describes the process for setting the due dates for comments to be
submitted to you.

Set Due Dates 1. From the menu bar select Versions >> Set Due Dates
to open the Set Due Dates screen.

Set the due dates for your
delegates, SMEs, and each | 2. The “global” open and close dates are set by the
organization submitting Administrator or the PA. As the TSM you may change the
comments to you. date comments are due to you.

3. To set the Review Due Dates for your organization, you
may click on the calendar icon and select the date, or you
may change the date in the word processor and click on
the Change button.

4. Once you have set your new dates, click on the
Update button to propagate your new dates throughout the
system.

RevCom 5.0 TSM/Delegate/SME User Guide
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Notify Users of Due Date Changes

Once you have changed the review due dates, you need to notify your reviewers by clicking on
the Notify button to open the e-mail notifications.

The e-mail to Delegates and TSMs in reporting organizations contains:

Document Type

Document Name

Open Date

The date comments are due to your organization (i.e., due to you)

The date comments are due from your organization to the next reviewing organization
(or the PA)

A reminder that, as a Delegate or TSM, they have the authority to change the date when
comments are to do them

The SME e-mail contains:

Document Type
Document Name
Open Date

The date comments are due to the you, the TSM

You have the option to add text to any or all of the e-mail messages before they are sent. The
additional text can be saved for reuse in subsequent messages.

The following table describes the process for notifying the Delegates, SMEs, and TSMs in your
reporting organizations.

Notify Due Dates 1. Click on the Notify button to open the Document

Configure the notifications
messages that will be sent. | 2. To add additional text to the messages, enter the text in

Notification Setup screen.

the Text Box. Click in the Save as Default check box to
have the text you have typed be automatically included in
each open document notification (you can change always
change or remove this text later). Click on the Save button
at the bottom of the screen to save any text you have
entered. The system will return you to the Set Due Dates
screen.

RevCom 5.0 TSM/Delegate/SME User Guide
[U.S. Department of Energy — Technical Standards] 14



= s
(" N m )
Ve W ™ ‘\\H \3 4
W it e - &/,
i u b = Doctegrity
/7-
—

The Comment Coordination Process

Comment Entry for TSMs and Delegates

Select a document version from the Document List screen in the Version Open for Comment
section. Once you have selected the document version to work on, RevCom will display the
Comment Entry screen, which is where you will perform most of your comment coordination
activities. The Comment Entry screen shows the your user information, the document version
ID and title linked to the original format (pdf, MS Word, etc. — click on this link to print or review
the entire document) of the document being reviewed, a References link to any related
documents, and the due date for submitting your comments package to the next level in the
organizational hierarchy (or to the PA, as the case may be).

Below the identifying information for the document version, there is a No Comment button that
allows you to indicate that your organization has “no comment” on the document version that
you are reviewing. If, indeed, you have no comments (i.e., you approve of the document version
as is), you must click on the No Comment button.

The Comment Entry screen also lists the section headings for each section in the document. If
the section headings are links, RevCom is still accepting comments for this document; however,
if the section headings are not links, the due date for your comments has passed, and you will
be unable to comment further on this document.

If the list of sections is long, you may use the Jump to: box to move quickly to a particular
section. You do not have to review and comment on sections in any particular order, and you
may return to this document as many times as you like, provided the due date for comment
entry has not passed.

Open a Section to Work On

Select a section to work on by clicking on the section heading link. The work area for the section
will be opened and displayed (indicated by an open folder icon next to the section title). Click on
the View Section button on this line to open a new window containing the section text.

The open section work area on the Comment Entry screen is divided into distinct sub-areas:
o the first sub-area is for your own comments and has the Add Comment button;
¢ the next sub-area contains comments from your delegates and SMEs; and
¢ the third sub-area contains the comments submitted to you by the TSMs in the
organizations that report to your organization. If no other organizations submit comments
through your organization, this sub-area will not be displayed.
Each comment is prefaced with the commentor’'s name, title and a date stamp for when the

comment was entered. All comments except your own are prefaced with a checkbox that you
use to indicate which comments will be included in your final comments package.

RevCom 5.0 TSM/Delegate/SME User Guide
[U.S. Department of Energy — Technical Standards] 15



= s
(" N m )
Ve W ™ ‘\\H \3 4
W it e - &/,
i u b = Doctegrity
/7-
—

Tip: Generally, you will probably want to use the Include All button first to automatically include all
comments, then manually exclude duplicate or unnecessary comments by un-checking individual check
boxes.

If you are the TSM and you have assigned one or more Delegates to work on this document
version, comments from SMEs and your reporting organizations will be marked with an
additional checkmark if they have been recommendation by the delegate(s) for inclusion in the
comment package.

The bottom of the screen contains the comment entry word processor. It displays the section
title followed by a View Section button. The next line has a pull-down box for the type of
comment (e.g., “Major” or “Minor”), with Save and Clear buttons on the far right.

RevCom 5.0 TSM/Delegate/SME User Guide
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Entering Comments

To enter a comment on the selected section of the document version, click on the Add
Comment button near the top of the open section work area. Choose the comment type from
the pull-down box at the bottom left and enter your comment in the word processor. Click on the
Save button to save your comment and your comment will appear in the list of comments
beneath the section title.

Entering Comments 1. From the menu bar select Document >> Select to
open the Document List screen. Click on the version title to

To enter comments by display the Comment Entry screen.

section.

2. Click on the section you wish to comment on. The
closed folder will open and the text of the section will
display in a pop-up window. The open section will include
the TSM name and the date and time a comment was
made.

3. To add a comment, click on the Add Comment button.
Scroll to the bottom of the screen and enter your comment
in the word processor. Select the comment type,
Essential COMMENT or SuggestedCOMMENT from the
pull-down box. If you need definitions for these comment
types, click on the Info text.

4. Click on the Save button. Your comment will be added
to the open folder section and will be displayed.

5. You may edit an existing comment by clicking on the
Edit button. After you have modified this comment, click on
the Save button.

6. To delete an existing comment, click on the Delete
button. This removes your comment from the display.

7. To view the section text, if you have closed the window
or it has been moved to the back, click on the View
Section button.

8. If you or your organization has no comments for this
document, click the No Comments button.

Note: Remember, if you or your organization does not have any comments, you must click the No
Comments button.

RevCom 5.0 TSM/Delegate/SME User Guide
[U.S. Department of Energy — Technical Standards] 17




= s
(" N m )
Ve W ™ ‘\\H \3 4
W it e - E,,
i u b = Doctegrity
/7-
—

Delegates: Recommending Comments for Inclusion in the Package

As a Delegate, you can enter your own comments and you review comments from SMEs and
from your reporting organization(s). You recommend to your TSM the comments to include in
the comment package by checking the include box next to each comment (do not check this box
if you don’t recommend inclusion of the comment in the final comment package). Once you
submit your comments, the TSM will see a checkmark next to those comments you have
recommended.

The process to review and recommend submitted comments is described below.

Delegate Recommend 1. To recommend a comment, click the checkbox next to
Comments the commentor name.

Review all SME and Optionally, you may click on the Include All button. The
supporting organization screen will refresh and all the checkboxes next to each

comments and recommend | comment will be checked. You can move through the
to the TSM the comments to | comments and uncheck those you wish to exclude.
include in the organization
comment package. Conversely, you may click on the Exclude All button. The
screen will refresh and all the checkboxes next to each
comment will be unchecked. You can move through the
comments and check those you wish to include.

2. To edit a comment, click on the Edit button to the right
of the commentor name. The comment text will display in
the word processor at the bottom of the screen. Modify the
comment and click on the Save button. The screen will
refresh with the modified comment in your comment area
at the top of the screen.

3. To change the comment type, click on the Edit button
to the right of the commentor name. The comment text will
display in the word processor at the bottom of the screen.
Change the comment type from the pull-down menu to the
left of the word processor and click on the Save button.
The screen will refresh with the modified comment in your
comment area at the top of the screen.

4. To move to the next section for review, click on the
section heading after the open section.

Optionally, you can select the section heading to open for
review from the Jump to: pull-down box found near the top
of the screen.

Note: SMEs may amend their comments in RevCom up until the expiration of your TSM due date (the
date you set for lower levels).

RevCom 5.0 TSM/Delegate/SME User Guide
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Delegate Submit Comments

After all comments are entered and recommendations made, you need to submit your
comments to your organization’s TSM.

If you have no comments on the draft Standard, click the No Comments button, and submit your

comments to your organization’s TSM.

The following table describes the process to submit your comments:

Submit Comments

Submit Delegate comments
to the TSM.

1. After all comments to each section are entered and all
recommendations are made, you are ready to submit your
comments to the TSM.

From the menu bar select Version >> Submit Package to
open the Submit Package screen. This screen will display
the version title, the name and organization where the
comments are due, and the document close date.

2. You may enter the namettitle of the approving official,
as appropriate.

3. You may enter additional text to the message sent to
your commentors and your TSM notifying them that the
package has been submitted.

4. Enter additional cc: e-mail addresses.

5. Click on the Submit button to send your comment
package and notify your commentors.

Note: If you have successfully completed this step, a “Comments submitted” message appears at the top
of the Comment Entry screen. Remember, if you have no comments, you must click the No Comments

button and submit your comments.

RevCom 5.0 TSM/Delegate/SME User Guide
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TSM Review of Comments

As the TSM for your organization, you review and consolidate comments sent to you from your
commentors. You review the delegate comments, the SME comments, and comments from
your reporting organizations. You select those comments you wish to include in your comment
package, using the “Is Recommended” checkmarks for guidance. You may choose to edit
comments that require modification.

You can navigate through all of the comments using the right scroll bar. Comments are
reviewed section by section. You can move to another section using the Jump to: pull-down
listing of section headings found near the top of the screen or you can click on the section
headings that surround the open section.

This process to review and consolidate submitted comments is described below.

Review Submitted 1. To include a comment, click the checkbox next to the
Comments commentor name.

Review all delegate, SME, Optionally, you may click on the Include All button. The
and supporting organization | screen will refresh and all the checkboxes next to each
comments and consolidate comment will be checked. You can move through the
them into a single site TSM | comments and uncheck those to exclude.

comment package for

submission to the next- Conversely, you may click on the Exclude All button. The
higher level TSM in screen will refresh and all the checkboxes next to each
RevCom. comment will be unchecked. You can move through the

comments and check those to include.

2. To edit a comment, click on the Edit button to the right
of the commentor name. The comment text will display in
the word processor at the bottom of the screen. Modify the
comment and click on the Save button. The screen will
refresh with the modified comment in your comment area
at the top of the screen.

3. To change the comment type, click on the Edit button
to the right of the commentor name. The comment text will
display in the word processor at the bottom of the screen.
Change the comment type from the pull-down menu to the
left of the word processor and click on the Save button.
The screen will refresh with the modified comment in your
comment area at the top of the screen.

RevCom 5.0 TSM/Delegate/SME User Guide
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4. To move to the next section for review, click on the
section heading after the open section.

Optionally, you can select the section heading to open for
review from the Jump to: pull-down box found near the top
of the screen.

Note: Delegates and SMEs may amend their comments in RevCom up until the expiration of your TSM
due date (the date you set for lower levels). You are discouraged from consolidating delegate and SME

comments until after your due date has expired to assure that no additional changes or comments are
forthcoming.
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Submitting Your Comment Package

As the TSM for your office or organization, your primary responsibility in the Standard review
process is to coordinate and submit the official comment package for your organization. The
comment package contains all of the comments that were sent to you that you have selected for
inclusion and any comments you made yourself. Before submitting the final comment package,
you should take the time to review the comments that have been submitted to you. You may
enter your own comments as well as review the Delegate, SME, and reporting organization
comments. Select the comments you wish to include in your comment package using the “Is
Recommended” checkmarks for guidance, and edit those comments that require modification.

With your comment consolidation and review completed, submit your completed comment
package to the next level in the RevCom system and notify the reviewers that the package is
sent. Once your package is submitted, other TSMs in the system can see the comment package
you submitted for your organization — though they will not be able to see any comments you
excluded from the comment package. Depending on where your organization lies in the DOE
hierarchy (and how the review process was defined for the document version you are working
on), your comment package will be sent to either the organization to which your organization
reports or directly to the PA.

Submit Package
After Delegate, SME, and supporting organization comments have been consolidated and you
have entered your own comments (if any), the comments package needs to be submitted to the

next higher TSM (or the PA).

The following table describes the process to submit the comment package:

Submit Package 1. Once all sections have been reviewed, you are ready to

submit your organization comment package forward. From
The comment package is the menu bar select Version >> Submit Package to open
ready to go to the next the Submit Package screen. This screen will display the
higher TSM or the PA. version title, the name and organization where the

comments are due, and the document close date.

2. You may enter the nameltitle of the approving official
for your organization’s comments.

3. You may enter additional text to the message sent to
your commentors notifying them that the package has
been submitted.

4. Enter additional cc: e-mail addresses.

5. Click on the Submit button to send your comment
package and notify your commentors.

RevCom 5.0 TSM/Delegate/SME User Guide
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Managing Organizations and Users

Create User Accounts

As the TSM, you can create reviewer (Delegate and SME) accounts for reviewing documents in
RevCom by selecting from the Accounts >> Create User menu option. This submenu opens
up the Create User screen where you first identify the reviewer role, selecting either Delegate or
Subject Matter Expert. Then you complete the user account entry form and click submit to
create the account. Once you have created user accounts for Delegates and SMEs, you can
pick-and-choose which of these users to assign to the review of individual document versions.

The following table describes the process the TSM follows to create accounts for reviewers.

Create User 1. From the menu bar select Accounts >> Create User to
open the Create User screen.
Set up reviewer accounts.

2. Select either the Delegate or Subject Matter Expert role
capability to open the Create User screen.

3. For a Delegate, enter the RevCom Username (how you
want to identify this delegate within RevCom), the
Delegate’s full name, e-mail address, and any copy-to e-
mail addresses. As TSM, you assign a RevCom password.
The external title will be populated with Delegate.

For a Subject Matter Expert, enter the user’s internet e-
mail address. The external title will be populated with
Subject Matter Expert.

4. Click the Create User button to create the reviewer
account.

Click the Cancel button to cancel the creation of the review
account and return to the Document List screen.

Note: A successful creation will refresh your Create User screen with a “Delegate created” message.

RevCom 5.0 TSM/Delegate/SME User Guide
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View/Edit User Accounts

As the TSM you can view and edit the reviewer accounts you have set up by selecting from the
Accounts View/Edit User submenu. This submenu will bring up the View/Edit User screen.
This screen will display a list of the users you have created.

\ Note: The View/Edit User screen will also display your deactivated users.

The following table describes the process the TSM follows to view/edit the reviewers that have
been defined.

View/Edit User 1. From the menu bar select Accounts >> View/Edit
User to open the User View screen that displays a listing

View or edit the reviewer of all users you have set up.

accounts.

2. To edit a reviewer account, click on the Delegates
RevCom username or the SME’s internet email address to
open the Update User screen.

3. The information previously entered for the account
displays. You may edit any or all fields for the Delegate or
SME.

4. Click on the Update button to save the reviewer
account information to the database.

5. To deactivate an existing reviewer account, select the
reviewer by username or internet email address to open
the Update User screen. Click on the Deactivate button.

6. The Cancel button will take you back to the View/Edit
User screen.

Note: A successful edit will refresh your View/Edit User screen with a “User successfully updated”
message. A successful deactivation will refresh your View/Edit User screen with a “User successfully
deactivated” message.

RevCom 5.0 TSM/Delegate/SME User Guide
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Create Group Accounts

As the TSM you can create group reviewer accounts by selecting from the Accounts >> Create
Group menu. This option allows you to select one or more reviewers (Delegates or SMEs) and
assign them to a group account. Once you have assigned users to groups, you can easily
assign an entire group to review a particular document version.

Tip: Create users groups based on similar knowledge and expertise rather than a new user group for
each document version. If you use simple, identifiable names for your groups, it will be much easier to
reuse the groups for other review processes. For example, put all of your Delegates and SMEs that work
with security issues in a group you name “Security.” Every time you have a document version to review
that deals with security, you simply assign this group — a couple of clicks and you’re done.

Optionally, you may also create a new group from the View/Edit Group screen.

‘ Note: You may mix any number of reviewer roles (Delegates and SMEs) in a user group.

The following table describes the process the TSM follows to create group names for reviewers
that have been defined.

Create Groups 1. From the menu bar select Accounts >> Create Group
to open the Create Group screen. This screen displays a

Create group accounts for listing of all reviewers you have set up with a checkbox

reviewers. next to the name and a text box to enter a Group Name.

2. Check the boxes of those reviewers you want to include
in the new group name.

3. Enter a name in the Group Name textbox to assign to
the group.

4. Click on the Create Group button.

Note: A successful group creation will bring up the View/Edit Group screen with a “User Group
groupname created” message. You may also create a new group from the View/Edit Group screen by
clicking on the New button.

RevCom 5.0 TSM/Delegate/SME User Guide
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View/Edit Group submenu. This allows you to see your group accounts and which reviewer is

in each account.

The following table describes the process the TSM follows to view and edit group names for

reviewers that have been defined.

View/Edit Groups

View and edit reviewer
group accounts.

1. From the menu bar select Accounts >> View/Edit
Group to open the View/Edit Group screen. This screen
displays a list of the group names you have set up and the
reviewers assigned to the group.

2. Click on the group name to open the Edit Group screen
to edit the group name or the reviewers within a group,

3. This screen displays a list of reviewers within the group.

Those who have been assigned to the group name will
have a check next to them. The Group Name is available
for modification.

4. After your changes, click on the Update Group button.

Note: A successful group edit will bring up the View/Edit Group screen with a “User Group groupname

successfully updated“ message.
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SME Login and Exit

The TSM and his/her Delegates may assign one or more SMEs to review a version of the draft
Standard document that has been posted to RevCom. As directed by the TSM, RevCom sends
an e-mail notification to the assigned SMEs stating that a version of the draft Standard
document is available for review, that you have been assigned as an SME, and that comments
are due to the TSM by a specific due date.

Note: If you are registered for DOE Standards Portal "Alerts" you will receive an e-mail from the Portal
indicating a new draft Standard has been issued. The DOE Standards Portal only provides viewing
access to the Standard. RevCom is the means for submitting comments to DOE on draft Standards.

Login

To begin working with RevCom, go to the RevCom link Standard web site. To login to RevCom,
enter your e-mail address under the SME label. Upon successful authentication, the SME
Document List screen will be displayed.

Note: This is the document list from which a document is picked for subsequent actions. It shows each
version assigned to you displaying date, title, and version with sections for document status.

The following table describes the process the administrator follows to login to the RevCom
system:

SME Login 1. Click on the RevCom link on the portal page to open the
Login screen.

To begin any SME task you
must first login. 2. Login by entering your e-mail address under the SME
label. Click the Login button.

3. The SME Document List screen opens showing all
documents that have been uploaded into the system and
displaying the functions available to the SME via the SME
Menu Bar and associated submenus.

Exit

To exit from RevCom, from the menu bar select Document >> Exit. This link will close your
session with RevCom and you will have to return to the login screen to re-enter the system.

RevCom 5.0 TSM/Delegate/SME User Guide
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SMEs: Working with Documents

The Difference between a “Document” and a “Version”

RevCom distinguishes between a “document” and its versions. Though reviewers, commentors,
and TSMs will primarily work with individual versions of each document, the “document” is
actually just the master record that contains information that is common to all versions (such as
the document title), and provides the key to performance measures and reports for the entire
document review cycle.

Select a Document Version to Work On

You will work on individual versions of the document using the Document List screen. To select
a version to work on, click Document Select submenu to display the list of all the active
versions of documents in the system.

The Document List

The Document List screen is the main screen for selecting documents to review. It lists the
documents that your organization has been assigned to comment on as well as other
documents available for comment. The Document List is organized according to status, and
identifies draft versions by ID, title, and due date:

o Open for Comment. The list of versions that are open for comment.

e Comment Resolution: The list of versions that are no longer open for comment and
comments are being resolved and responded to by the PA.

o Completed: The list of versions that have completed their review cycles.

e Cancelled: The list of versions for which the review cycle has been cancelled prior to
completion.

o Withdrawn: The list of documents that have been withdrawn, along with each of their
versions, from all RevCom review processes.

e Final: The list of documents that have completed the review cycles for each of their
versions.

To select a document version to comment on, simply click on the document title. The system will
display the Comment Entry screen for the document version you select, if the document is in the
section Version Open for Comment. The system will display the Section List screen for all
remaining version sections. The system will display the Document History screen for all
document sections.

RevCom 5.0 TSM/Delegate/SME User Guide
[U.S. Department of Energy — Technical Standards] 28



= @
| \© P,
<@ AP Y >
1 LD L P (%%
v u v - Doctegrity
/7-
—

Display Document and Version Information

At the document level there are two options available to provide additional document
information.

History

The document history is a view of the document and each of its versions. It shows the status of
each version, the number of accesses to the version, the number of comments for the version
by comment type, and the planned and actual dates for each review period, (open for comment,
open for resolution, comment period completed or cancelled).

The following table describes the process the TSM follows to review the document history:

Note: A document version must be selected from the Document List screen.

Document History 1. From the menu bar select Document >> History to
open the Document History screen.

To view the document
history. 2. The system displays the status of each version, the
number of accesses to the version, the number of
comments for the version by comment type, and the
planned and actual dates for each review period.

References

The version References is a view of documents supporting the current version. The References
screen shows the document id, title, and issue date followed by the reference title and summary
for each supporting reference document.

The following table describes the process the TSM follows to review the reference documents:

Note: A document version must be selected from the Document List screen.

References 1. From the menu bar select Version >> References to
open the References screen.

To view the document
references. 2. The system displays the id, title, and issue date of the
document version followed by the title and a summary of
each supporting document. A reference document may be
displayed by clicking on the reference document title.
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SME: Comment Entry

The main function for the SME is to enter comments and submit them to the TSM. Select a
document version from the Document List screen in the Version Open for Comment section.
Once you have selected the document version to review, RevCom will display the Comment
Entry screen, which is where you will review the version and make your comments on the
individual sections. The Comment Entry screen shows your user information, the document
version ID and title linked to the original format (pdf, MS Word, etc. — click on this link to print
or review the entire document) of the document being reviewed, a References link to any
related documents, and the due date for submitting your comments package to your TSM or
Delegate.

Below the identifying information for the document version, there is a No Comment button that
allows you to indicate that your organization has “no comment” on the document version that
you are reviewing. If, indeed, you have no comments (i.e., you approve of the document version
as is), you must click on the No Comment button.

The Comment Entry screen also lists the section headings for each section in the document. If
the section headings are links, RevCom is still accepting comments for this document; however,
if the section headings are not links, the due date for your comments has passed, and you will
be unable to comment further on this document.

If the list of sections is long, you may use the Jump to: box to move quickly to a particular
section. You do not have to review and comment on sections in any particular order, and you
may return to this document as many times as you like, provided the due date for comment
entry has not passed.

Open a Section to Work On

Select a section to work on by clicking on the section heading link. The work area for the section
will be opened and displayed (indicated by an open folder icon next to the section title). Click on
the View Section button on this line to open a new window containing the section text.

The open section work area on the Comment Entry screen is divided into distinct sub-areas:
o the first sub-area is for your own comments and has the Add Comment button, and

¢ the next sub-area contains comments from other SMEs in your organiztion and from
your TSM and/or Delegate(s).

Each comment is prefaced with the commentor’'s name, title and a date stamp for when the
comment was entered.

The bottom of the screen contains the comment entry word processor. It displays the section
title followed by a View Section button. The next line has a pull-down box for the type of
comment (e.g., “Major” or “Minor”), with Save and Clear buttons on the far right.
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Entering Comments

To enter a comment on the selected section of the document version, click on the Add
Comment button near the top of the open section work area. Choose the comment type from
the pull-down box at the bottom left and enter your comment in the word processor. Click on the
Save button to save your comment and your comment will appear in the list of comments
beneath the section title.

Entering Comments 1. From the menu bar select Document >> Select to
open the Document List screen. Click on the version title to

To enter comments by display the Comment Entry screen.

section.

2. Click on the section you wish to comment on. The
closed folder will open and the text of the section will
display in a pop-up window. The open section will include
the TSM name and the date and time a comment was
made.

3. To add a comment, click on the Add Comment button.
Scroll to the bottom of the screen and enter your comment
in the word processor. Select the comment type,
Essential COMMENT or SuggestedCOMMENT from the
pull-down box. If you need definitions for these comment
types, click on the Info text.

4. Click on the Save button. Your comment will be added
to the open folder section and will be displayed.

5. You may edit an existing comment by clicking on the
Edit button. After you have modified this comment, click on
the Save button.

6. To delete an existing comment, click on the Delete
button. This removes your comment from the display.

7. To view the section text, if you have closed the window
or it has been moved to the back, click on the View
Section button.

9. If you or your organization has no comments for this
document, click the No Comments button.

Note: Remember, if you do not have any comments, you must click the No Comments button.
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Submitting Comments

After you have entered your comments (or you have clicked the No Comments button), you
need to submit your comments to your organization’s TSM.

The following table describes the process to submit your comments:

Submit Comments 1. After all comments to each section are entered, you are
ready to submit your comments to the TSM. From the

Submit your comments to menu bar select Version >> Submit Package.

the TSM.

2. The system will notify your TSM that your comments
have been submitted.

Note: If you have successfully completed this step, a “Comments submitted” message appears at the top
of the Comment Entry. Remember, even if you have no comments, you must click the No Comments
button and submit your comments.
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Reviewer Reports

The Reports Menu and its submenus are used to access various reports in the RevCom
system.

Quick Reports

The TSM can generate predefined reports, that is, reports that have pre-selected options, for a
selected document from the Quick Reports. There is also a Build Report option that lets you
create your own ad hoc custom reports of the comments for a particular document.

The following table describes the process the TSM follows to obtain a Quick report:

Report: Quick 1. From the Reports Menu select Quick to open the Quick
Report screen.

View commonly requested
predefined reports. 2. A list of predefined reports displays. Click on the link of
the report to view.

Custom Reports

The TSM can generate ad hoc reports for a selected document by generating a Custom Report.
Choices for report criteria include type of comment (Essential COMMENT or
SuggestedCOMMENT), organization, levels, resolution, concurrence, and selections to display.

The following table describes the process the TSM follows to obtain a Custom Report:

Report: Custom Report 1. From the Reports Menu, select Custom to open the
Custom Report screen.
Create your own report.

2. Scroll through the screen and select reporting criteria.

3. Press Submit to generate the customized report.
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Planner

The Planner report shows a schedule of recent past, current, and near future document reviews
with a three-, six-, and twelve-month Gantt chart view. The schedule is based upon the current
date.

The following table describes the process the administrator follows to obtain a Planner report:

Report: Planner 1. From the Reports menu select Planner to open the
Document Planner screen.
Gantt chart view.

2. Scroll to the left and right to review the Planner.

Document Status

The Document Status report lists each document in the RevCom system. This report reveals:

e Document Title

e Number of accesses to date for each document
¢ Number of comments by:

e Total

e Major Comments

e Minor Comments

o Workflow status for each document
e Open for Comment

e Resolution

e Completed

e Cancelled

e Withdrawn

e Final

¢ Planned and Actual dates the document entered (or will enter) each of the workflow
states

The following table describes the process the TSM follows to obtain a Document Status report:

Report: Document Status | 1. From the Reports Menu, select Document Status to
open the Document Status screen.

2. Scroll up and down to review the Document Status.
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Reviewer Tools

Search Comments

The SME has the ability to search the comments entered into the system. Comments may be
reviewed based on a number of criteria including:

Comment - a phrase found in the comment

Organization - to view comments from a particular organization

Document Title - text that appears in the title of the document

Commentor- the name of the person making the comment

All of the RevCom visibility rules apply for searching comments. This means, a) only comments
from your organization and b) only comments that have been submitted by a site DPC of

another organization may be viewed.

The following table describes the process the PA follows to generate a broadcast email:

Search Comments 1. From the menu bar select Tools >> Search

Comments to open a new window with the search form.
Search for comments
entered into the RevCom 2. Enter the search criteria and Submit.
system.

3. The search results display.

Search Library

The SME has the ability to search sources available through the DOE Standards Portal
Electronic Library. The Search Library link in the menu will open a new window containing a
search form. This search capability will make it easier for citing existing Standards or other
available sources in your response.

Search Library 1. From the menu bar select Tools >> Search Library to
open a new window with the search form.

2. Enter the search criteria and Submit.

3. The search results display.
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