
TSM TRAINING

Presenter Notes
Presentation Notes
Welcome to Technical Standards Manager (TSM) training for the Review and Comment System, more commonly referred to as RevComThis tutorial provides basic information about your role in and how you use RevCom.



Author/Preparing Activity (PA)–Provides original and updated document versions for review. Responds 
to comments provided in RevCom (192)

Technical Standards Manager (TSM) – Manages SME and Delegate accounts; assigns reviewers 
(SMEs) and Delegates; submits the comment package that represents the organization’s official position 
through the review, edit and consolidation of local comments and submit  request responses. (80)

Alternate – Serves as backup to the Approval Coordinator; manages accounts, assigns reviewers and 
Delegates; submits the official position of the organization through the review, edit and consolidation of  
local comments and question responses..(90)

Delegate–Supports the review process when assigned to a specific review – assigns SMEs, edits and 
consolidates comments and recommends comments for inclusion in official submission. DOES NOT 
submit the  comment package(~150)

Approving Official (AO) – Reviews comments to be submitted as representative of the organization's 
review. RevCom will automatically send a PDF copy of the comments via email as part of the Submit 
Package function. (Organizational option)

Subject Matter Expert (SME)–Reviews a document and enters applicable comments and/or explicit data 
request responses in RevCom.

Who’s Who

Presenter Notes
Presentation Notes
Welcome to Technical Standards Manager (TSM) training for the Review and Comment System, more commonly referred to as RevComThis tutorial provides basic information about your role in and how you use RevCom.



Password Setup

Presenter Notes
Presentation Notes
You will receive email from Technical Support with a link for setting your password. The email includes your username. You should note that username and password are case-sensitive.The link lasts for three days



Notification when a document is posted

Presenter Notes
Presentation Notes
When a review is posted, you will receive notification from support@doxcelerate.com The email defines your role in the review (TSM) and includes the Activity, (this is an example of a PJS notification+)the document title and numberthe due date for submitting your commentsSubject Areas (not all RevComs use Subject Areas) where you will login



Login
https://www.standards.doe.gov/login.jsp

https://www.standards.doe.gov/login.jsp


Document List

Presenter Notes
Presentation Notes
RevCom opens a list of documents that are for review. Entries are color coded. Yellow is assigned to you, gray is in setup and not yet available. The striped line means that your deadline has passed, and the author is responding to comments.This example \shows a variety of review phases:For PJS (Project Justification Statement) – you will answer a question asking for concurrence on a proposed document development or revisionReview and Response- 60 day for review and comment and 30 days for responseResponse Negotiation –an opportunity to raise issue with the author before Concurrence. You do not enter comments.Concur with the draf tsd Review and Response – you will enter comments on the draft document



Menus

Document Version Accounts Reports  Settings Help

Presenter Notes
Presentation Notes
You should become familiar with the menus. 



Manage User  Accounts

To add an Alternate
Send the request to TSP Management 
and copy support@doxcelerate.com, 
The account wil be added when 
approved.

Presenter Notes
Presentation Notes
In the Accounts menu, you will choose edit/view user to display your list of users. You are inheriting your predecessor’s SME list. This is an example from the account we use for training.If you do not have a list of users, you should contact program management to identify possible SMEs

mailto:support@doxcelerate.com


Delegates



Assign Users

Presenter Notes
Presentation Notes
You will assign users from your listCheck boxes next to their names. When you assign users, their names will appear in a list at left. Click on NotifyYou can add special instructions



Notify Users

Questions?



Phase 1 - Project Justification Statement – 15 business days
The author submits the Project Justification Statement for reviewers to consider whether the 
project should go forward. The process consists of answering a question.

 Respond to the question
 Review SME submissions
 Avoid submitting comments or No Comment
 Use of the Notes box
 Required Responses that allow the PA to post the draft for review 

(EH, EM, NE, NA, SC, MA)



Project Justification Statement
The author submits the Project Justification Statement. View Details shows  SME responses in a popup window.

Section: Technical Standards Program Project Justification

Presenter Notes
Presentation Notes
This is the first of the four phases of RevCom review.PJS content- define the project Developing a new standard- what is the purpose and how will it support DOE?



Response to the Question

Section: Technical Standards Program Project Justification Statement



Submission and due date
Before  posting the draft for review and comment, 
the PA must have concurrence from 
EHSS, EM, NE, NNSA, SC, MA

Questions?



Phase 2 - Review and Response – 90 days 
 60 days for reviewing and submitting comments
 30 days for comment response

 Setting due dates

 Assigning users

 Types of comments

 Reviewing comments

 Submitting the Package

 Late SME submissions

• Extending deadlines within an 
organizatiom

• SME submissions via email

Presenter Notes
Presentation Notes
This is the only phase where you are asked to make comments. For all others, you are asked to answer a question or call the author for Response NegotiationAdd comment applies to the text aboveAuthor responds to comment and revises the draft in redline



Draft for Review



Making Comments

Timer



Review and Choose for Submission

Presenter Notes
Presentation Notes
If there are two comments on a section of tyext, you will sekect the Add Comment tab two times



Select Commemts to include

Presenter Notes
Presentation Notes
You can select comments for incusion, change your mind and resubmit



Exclude a Comment

Presenter Notes
Presentation Notes
If you exclude a comment, you will explain why.



Deadline Extensikon

HQ can extend Field/Site Office deadlines

Field/Site Offices extend contractors

Presenter Notes
Presentation Notes
SME deadlines can be extended within your organizationHQ deadline extensions must be approved by the author. Send a note with proposed new deadline.Two option:Extend the deadline so the SME can enter his/her commentsdsOr AC will login and submit each comment in its proper pladce in the text. It is not an option to paste the comments all in the first add comment box, where they are not linked to the associated text.



Submit Comment Package

Revising your submission
You can replace the previous submission

Questions?

Presenter Notes
Presentation Notes
Choose the applicable submission box.Again, not an option to submit comments. Author’s name and contact informationDiscuss issues that have come up following response negotiation and redline postingDoc for review is the redline; comment response is in References30 days all the same deadlineChoose the applicable submission box.Again, not an option to submit comments. Author’s name and contact informationDiscuss issues that have come up following response negotiation and redline postingDoc for review is the redline; comment response is in References30 days all the same deadline



Phase 3 - Response Negotiation – 30 days
There is no comment submission for this phase. The author submits a redline showing 
changes in response to comments. The comment response report is posted in the 
References. During this 30-day period the reviewers have an opportunity to review the 
response to comments and discuss the authors resolution, via email or telephone, of their 
comments with the author.

 No RevCom action or submission

 This process provides PA contact information

 Review the Comment Response

 Review the redlined markup

 Review Comment Disposition

 Call or send email to the author if there are issues to resolve

 A word from Jeff on issues that cannot be resolved—organization 
resolution 



Response Negotiation



References



Comment Response - Accept/Accept in Part/Reject



Sample redline markup

Questions?



Comment Disposition



Finding Your organizations’s Comment Disposition



Concurrence – 10 business days

 Responding to the Concurrence question

 Avoiding submitting comment or No Comment

 Required concurrences before the PA can 
proceed to publication

EH, EM, NNSA, NE SC, MA



Concurrence



Reports – PJS/Concurrence/Reaffirmation/Cancellation
Finding responses to the question



Reports—Comment Response



Reports—Monitor
Select a document



Reports – Comment Disposition

Questions?



Final Notes

• You do not have to complete processing in one sitting, BUT
• If you are interrupted SAVE YOUR WORK. (If you are inactive for an 

extended period, the system will time out, and incomplete comments 
will be erased)

• You can login later and completed the comment saved earlier
• DO NOT waste time wrestling with RevCom. For RevCom questions, save 

to your address book support@doxcelerate.com. Several receive those 
emails and will respond.

• For questions about the Technical Standards Program, save to your 
email addresses Jeffrey.Feit@hq.doe.gov; Kathy.Knight@hq.doe.gov.

mailto:support@doxcelerate.com
mailto:Jeffrey.Feit@hq.doe.gov
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