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Standards Australia

This help guide provides information for National Mirror Committee members on how to use the
International Participation Platform (IPP).

CONTENTS

R [ 4o Yo [N o1 4o o S SUUPUPPN: 2
D | o To T = I o] e Yol <Y SRS 2
3 International meeting application fOrm StEPS ......ccccuviiiiciiiie e e 2
4 International meeting application form approval ProCess .......cccccevecieeiieciieeeeciiee e e 2
5  Howto log onto the IPP POItal ...ccceeeiieeeeeee ettt e e e nree e e eareeas 3
6 TerminOlOgY ANd FAQS .......ceiieiiieeeeiietee ettt e e ecttee e e e tte e e e taeeeesbbaeeeeasaeeeessaeesanstaeesanseeesannseeesennsenas 4
7 Meeting and SESSION STALUSES .....ciiiiiiiiiiiiiie ettt e e e e st e e s st ee e e s abeeesssbeeesenareeas 4
8 Howtocreate a NEW MEETING fOIM .. .coii i et e e e e e e b e e e e eareeas 5
9  How to attach meeting documMENTAtioN ......cocciiiiiiiiiiie e e 6
O I o [o 1NV do I o [o I Y11 o o FP O UUPPN: 7
8 R o oY VY o I Yo o I i =Yg o =TSRSS 9
12 HOW 1O COPY @ SESSION.cetiiiiiiiiiiiiiiteeeeeeeiititeeeeessessttbrteeeeesssassstbateeeeesssassssraaaeeesssssssssseaeeeessssnssssnn 10
13 How to add or remove yourself from @ SESSION.......ccccuiiieiiiiiie e e 11
14 How to edit, cancel and reinstate MEETINGS .....cccviii i eare e 12
15 How to edit and cancel sessions and atteNAEES .......c.eevvviiiriiiiiieerieenee et 14
16 How to complete travel details.........cccueeiiiiiii e et 15
17 How to Upload MEELING rEPOIS....uuiiiiciiieiccirie ettt e e e et e e e s satae e e ssnbseeesnanseeeeas 17
18 HoW tO View Past MEETING FEPOITS ..ivivviiiiiiiieee ettt e e e s s ssaree e e e e e s s ssaabeeeeeeesssnsnssnns 17
I N\ =NV = - | o ] o O Nt 18
20 Meeting application approval and subsidy allocation ........ccccceeeeeiiiii e, 21
APPENIX A — IPP POITAl PrOCESS ..eeiiuviieeieiiieeiciieeeeectteeeeectteeeeeitteeeeectteeeeebteeeessteeeeaassasaesastseassastaeaesnses 23

Page 1 of 24 Next review date: 09/2028

Copyright © 2023 Standards Australia, all rights reserved
Uncontrolled if printed



DOC ID: MEC IN GU 001
Version 1.2.2 ~ 07/09/2026

Author: Policy Team
Approved by: Head of
International

Title: International Participation
Platform (IPP) Help Guide

1 Introduction

The IPP is the Standards Australia portal for international meeting attendance. It is used to create
and submit applications to attend international meetings (including travel subsidy requests) and
save international meeting reports.

2 |PP portal process

See Appendix A for an overview of the IPP portal process.

3 International meeting application form steps

1.
2.

ouksWw

Create a meeting (see How to create a new meeting form for detailed instructions).

Upload meeting documentation and endorsement (see How to attach meeting
documentation for detailed instructions).

Create the sessions (see How to add a Session for detailed instructions).

Add attendees to the sessions (see How to add attendees for detailed instructions).

Submit the meeting application form for approval.

If you are attending one or more face-to-face meetings, complete the travel details (see How
to complete travel details for detailed instructions).

When your meeting application form is approved, you will receive an email. The email will
confirm the subsidy amount, if requested and approved.

NOTE: Invoices are to be submitted to the Standards Australia Finance department, and this
process occurs outside of the IPP.

After the meeting, upload the meeting report (see How to upload meeting reports for
detailed instructions).

4 International meeting application form approval process

Meeting Approval Process

1 2 3 4 5
New Meeting Project Manager International Awaiting Closed
(Active) Review Approval Reports

Form created by
Committee Member
or Project Manager

Committee members
or Project Managers
create and edit
meetings and
session/s and add
attendees’ details.

Committee Members
undertaking
international travel
complete the Travel
Survey.

Project Manager
evaluates
information
provided

Project Managers
confirm:

1. Each session has a
Head of Delegation
2. All Travel Surveys are
completed
3, Attendees have no
outstanding reports
4, Correct
Endorsements
received
5. Correct Agenda
submitted
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International Team
assesses and assigns
subsidies

International Team
reviews information,
then assesses and
assigns subsidies
All attendees receive
an email confirming
approval and
attendees then
submit invoices for
payment to SA
Finance.

Committee Members
attend international
meeting & submit
report

Committee members
complete a meeting
report for each
session they
attended and submit
the report via the
International
Participation
Platform,
Reports shared with
other Committee
Members.
Invoices processed
and paid.

Meeting application
complete

No outstanding
meeting reports.
All Finance
processes have been
completed.
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5 How to log onto the IPP portal

There are 4 ways to log on to the IPP portal, as outlined below.

Once you are logged in, most of our applications allow you to navigate seamlessly between systems
via the App Launcher in the header.

5.1 Standards Australia website
1. Visit the Standards Australia website (https://www.standards.org.au/).
2. Hover over the ‘Committee Access’ dropdown.
3. Click on the ‘International Participation Platform’ icon.

STANDARDS Q) Search site or look for a standard FAGs
‘Ausirolia

Home  Aboutus ~  Standards Development +  Engagement & Events ~  Access Standards v News  Our Centenary v

5 F O ExR S B - (X

Connect Technical Committees  Public Comment Standards Academy SIM Submit a Proposal  Proposal Consultation| International
Participation Platform

5.2 Connect

1. Log onto the Connect dashboard (https://connect.standards.org.au/).
2. Click on the ‘International Participation Platform’ tile.

Al

Committes Report

5.3 Accessing Standards Australia’s applications
Refer to Accessing Standards Australia's Applications Help Guide for instructions.

5.4 App Launcher

If you are already logged into a Standards Australia application, you can access the IPP portal via the
App Launcher. An example is shown in the screenshot below where the user is logged into the Public
Commenting system.

1. Click the app launcher icon (E).
2. Click on the ‘International Participation Platform’ tile.
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App Launcher

All Apps

Connect Public Comment . Stondords Acaderny
(5 L

—

Commitree Workspace “ Project Proposal Porfal International Participation Platform
B

6 Terminology and FAQs

A meeting refers to a single meeting or a series of meetings held in one location in conjunction with
one another.

Sessions are the subset meetings.

Further explanations are available by clicking the 'More information about International
participation application' button on the home page (1) and on the FAQs page (2).

Other useful information can be found on the FAQs page including an explanation on how to track
your application status, how funding is allocated and how to submit invoices for approved subsidies.

To assist you further, help text and tool tips are included throughout the platform.

Jo

STANDARDS International Participation Platform “

Standards Australia International Participation Platform

. Nomination and funding application to attend an international mesting
All meetings

about International participation application

My sessions

Upload meeting reports
Hello,
View past meeting reports

Recent Meetings
Create Form

Meeting Name Date Meeting Type  Location Meeting Project Manager . R
150/InterNatCommiD140 01 Mar 2023 . Face to Face Status SDT P PM

7 Meeting and session statuses

Throughout the IPP portal, you will see references to the following meeting and session statuses,
which track the progress of the application:

e Active
o Project Manager Review
International Approval
Awaiting Report/s
e C(Closed
e Cancelled
For more information about each of the statuses, refer to the 'FAQs' page in the IPP portal.

The main permissions for committee members are as follows:
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e Creating, editing, cancelling and reinstating meetings, sessions and attendees can only be
done while the meeting is in the 'Active’ status. If you need to make changes after this time,
contact your Project Manager.

e Adding travel details can be done while the meeting is in the 'Active' or 'Project Manager
Review' status.

e Uploading and viewing meeting reports can be done while the meeting is in the 'Awaiting
Reports' or 'Closed' status.

If you are unable to create, edit or reinstate a meeting or session despite the meeting application
being in the correct status, contact your Project Manager.

8 How to create a new meeting form

New meeting forms can be created by committee members or Project Managers.
To create a new meeting form, follow these steps:

1. Onthe 'Home' page, you will see the following:
a. Committee members: a list of 5 most recent meetings connected to the committees
you belong to.
b. Standards Australia Project Manager (PM): a list of the 5 most recent meetings for
which you are the PM of the National Mirror Committee.
c. Standards Australia International: a list of the 5 most recent meetings.
2. Check the list of meetings to ensure your meeting has not already been created by another
committee member.
3. If a meeting has already been created, edit the meeting or session details as necessary. See
Meeting actions and Session actions.
4. If the meeting has not been created, click 'Create Form'.

STANDARDS International Participation Platform
et

Jo

Horme Standards Australia International Participation Platform

Hello,

Recent Meetings

5. Select the National and International Committee that the international meeting relates to.
NOTE 1: Only the committees that you are a member of will appear in the drop-down list.

6. Using the meeting agenda or documentation provided by the International Committee,
complete the rest of the meeting details.

NOTE 2: Under the 'Meeting Schedule' section, enter the dates of the overarching event e.g. start

and end date of the international meeting week.

7. Once you have completed all meeting details, click 'Save and Continue'.
8. You have now submitted the meeting form. The details of this meeting will be displayed on
the '"Home' page, and your Project Manager will be informed.
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Example of completed meeting details:

Form Creation

Meeting details

*Requested By

*Select Committee (&)
® National Committee

International Committee

National Committee

Search National Committee

v
04-529 NatCommTCtestCXZV x

International Committee
InterNatCommID299 InterNatCommAutoTestTitleOM6l v

Meeting Name

InterNatCommID299 InterNatCommaAutoTestTitle9M6I

Meeting schedule

* Start Date End Date

05/06/2023 09/06/2023

Type of meeting &
Virtual
Hybrid

@ Face to Face

*Country

United Kingdom

“City

London

* Subsidy Required?
® Yes

No

Funding allocation requests (@

If there are any specific funding requests between attendees, please note them here

Enter details

9 How to attach meeting documentation

To attach documentation to your application:

1. Click 'Add Agenda', then 'Upload Files' or 'Drop Files'. If an agenda is not available yet, you

can also upload a notice of meeting, meeting schedule, draft agenda or confirmation of
meeting.
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Upload attachments

Add Agenda Add endorsement documentation

1 Upload Files Or drop files

Title: International Participation
Platform (IPP) Help Guide

Author: Policy Team
Approved by: Head of

International

2. If the committee endorsement documentation is available, click 'Add endorsement

documentation’, then 'Upload Files' or 'Drop Files'.

Upload attachments

Add Agenda Add endorsement documentation

1, Upload Files Or drop files

3. If the committee endorsement documentation is not available, your Project Manager can

upload it at a later stage.
4. Click 'Save and Continue'.

The system will automatically add a description to the document in the bar below to easily to

distinguish between documents.

To remove an attachment, click on the corresponding arrow in the 'Actions' column and click on

'Delete'.

Attachment(s):

File v | Description/Note v | Owner W | Size

Endorsement documentation JessicaHuynh 1171KB

1168 KB

v | Type
WORD_X

WORD_X

Last Modified Date

23/11/2022

23/11/2022

Dele

v

e

Actions

=]

NOTES:
1. Multiple attachments can be uploaded.
2. Zip files cannot be uploaded.

3. Anattachment can only be removed by the person who uploaded it.

10 How to add a session

Sessions can be added by committee members or Project Managers.

There are two ways to create a session.
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If you have just created a meeting, you will land on the 'Create a Session' page. To create a session
from here:

1. Click the 'Create Session' button.

Session Schedule

Meeting Name Date Meeting Type Meeting Status  Location Project Manager
InterNatCommID421 24Nov2022-  Hybrid Active Australia i

InterNatCommAutoTest4NVT 01 Dec 2022

No sessions have been created.

2. Complete the session details.
Sessions can also be added from the '"Home' page. To create a session from here:

1. Locate the meeting on the '"Home' page that you want to add a session for.
2. Click on 'Create Session'.

Standards Australia International Participation Platform
Nomination and funding application to attend an international meeting
Hello,
Recent meetings created:
Create Form
Meeting Name Date Meeting Type  Location Meeting Project Manager Meeting Actions
IEC/TC 71 Concrete, reinforced 03 Feb2023-  Hybrid Myanmar Status test finance
concrete and pre-stressed 09 May 2023 Active
concrete
Session Name Date Time Session Attendees Attending Session Aions .
CAG 1/WG 12 Wednesday, PM Status 2 Attendees @
08 March Active
2023
‘/ Create Session |
—]

3. Complete the session details.

After completing the session details, you may either add attendees (see How to add attendees) or
click on 'Save & Continue' and add attendees later.

NOTES:

1. Depending on your committee and meeting, session name structure can vary. Refer to the
'FAQs' page under 'How to create Session names' where examples have been provided.

2. The date of the session must fall between the dates of the meeting.

3. Sessions which continue over multiple days need to be added separately e.g., a session which
continues over 2 days needs to be added twice.

4. For meetings that run over lunch, select "All day".

5. The system does not accept duplicate sessions (sessions with the same session name, date
and time).

6. If you are unable to add a session, refer to Meeting and session statuses.
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11 How to add attendees

Once

you have created a session, you can add attendees.

You can either register just yourself to each session or you can add other active National Technical
Committee, Subcommittee or Working Group members, if you have already confirmed their interest
with them.

To ad

1.

d attendees:

Click 'Add Attendee'.

Create Session

Meeting Name Date Meeting Type Location Project Manager
InterNatCommID299 03 Apr 23 - 07 Apr 23 Hybrid Australia test finance
InterNatCommAutoTestTitleSM6l

Session Details

For more information and examples see FAQ - 'How to create Session names?'
If you have a Plenary Session only for the Meeting created, please include the information below.

For meeting created ISO/TC 82, please include Committee Type TC and committee number 82
For meeting created ISO/TC 82/SC 7 please include Committee Type SC Committee Number 7

*Committee Type Committee Number
WG v 1
Sub Group Type Sub Group Number/s

Session Name

WG 1
* Session Date * AM/PM/ All Day Session (D
03/04/2023 PM v

Add Attendees

Meeting Status

Active

2.

this session.

Attendees

Find attendees

SDF Test Proponent - Delegate - Virtual v
Role:
Chair Guest speaker
Committee Manager Head of Delegation
Convenor Observer
® Delegate Project Manager
Guest Other

*Participation type

@ Virtual

Face to Face

Gancel

3.

If the meeting is hybrid, select the participation type.

Use the search bar or scroll down to find and select the session attendees and their role at
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4. Once you have you completed your selection, click 'Save & Continue'.
5. You can then add another session or click 'Finished'.

1. The committee member completing the meeting form is automatically assigned to the
session.

2. Session attendees that are not committee members (e.g. Standards Australia staff, guests)
can only be added from Salesforce.

3. 'Delegate’is the default role selected when an attendee is added.

4. If attendees are added to overlapping sessions, a warning will pop up when saving the
session. However, this is permitted as attendees may attend parts of each overlapping
session.

Warning

Attendees - are attending overlapping sessions, would you like to
proceed?

Mo, | will review the attendees ‘Yes, | would like to add attendees to the session

12 How to copy a session

If you have several sessions to create, you can copy a previous session and amend the details.
To copy a previous session:

1. From the 'Home' page, click 'Session Actions' on the meeting containing the session you
want to copy.
2. From the list, click 'Copy Session'.

Session Schedule

Meeting Name Date Meeting Meeting Location Project Manager

elements and documents in -Mar 31, Virtual Active
commerce, industry and 2023
administration TEST
i
Session Name Date Time Session Attendees Attending
SC 1/WG 5 Saturday, 25 PM Status 2 Attendees @
March 2023 Active [sniSeasion

Edit Session

Copy Session

Cancel Session

3. Amend the details for the new session, including the attendee list and roles (if necessary).
4. Click 'Save & Continue'.
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Copy session

Date.
24 Mar 23- 31 Mar 23

For mation and examples see FAQ
W you hava a Plenary Session ing cro a s iow.
For m d ISO/TC 92, ps : Typs TC and e 82
For me eated ISO/TG 82/5G 7 p st Committas Typs SG Committes Numbar 7

Name. Role
Edyla Teating Head of Delegation

Rahul Kaposr Chair

Mesting Type Location
Virtual Online.

Project Manager

k the edit bution in the tabie.

@ Clear 7 Egit

~ | Participation Type -

Mesting Status
Active

Save & Continus

NOTE: The system does not accept duplicate sessions, so you must amend the session date, time or

name to save.

13 How to add or remove yourself from a session

Any committee member can log into the IPP Portal and review their own attendance.

To add yourself to a session:

1. From the '"Home' page, click 'Show Details' for the meeting containing the session you want

to add yourself to.

2. Click 'Join Session' for the desired session.

Hello,

Recent meetings created:

Meeting Name Date Meeting Type Location Maeting Project Manager
1SO/InterNatCommID140 07 Feb 2023 -  Hybrid Malaysia Status test finance
InterNatCommAutoTestGKGI 18 Feb 2023 Active
Session Name Date Time Session Attendees
COPOLCO 1/WG 12 ‘Wednesday, PM Status 2 Attendees @ —
08 February Active
2023
Session Name Date Time Session Attendees Attending
SC 1/WG 22 ‘Wednesday, All day Status 4 Attendees @
15 February Active
2023

—
L Greate Session

Meeting Actions ¥

Create Form

Hide Details —

Session Actions w

Session Actions w

3. Complete your details.
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To remove yourself from a session:

1. From the 'Home' page, click 'Show Details' for the meeting containing the session you want

to remove yourself from.
2. Click 'Session Actions' for the desired session.

3. Click 'Remove Me".

Author: Policy Team
Approved by: Head of
International

Hello,

Recent Meetings

Date

24 Mar 2023 - 31 Mar
2023

Session Name Date
SC1WG S Saturday, 25 March 2023

Session Name Date
JTC WG S Saturday, 25 March 2023

Meeting Type
Virtual

Time
PM

Time
PM

Location
Online

Session Status

Session Status

Meeting Status

Active

Attendees
2 Attendess ©

Attendees
2 Atlendees @

Project Manager

Create Form

NOTES:

1. You can only add or remove yourself from a session while the meeting and session are in the

'Active’ status.

2. Ifyou are unable to add or remove yourself from a session, refer to Meeting and session

statuses.

3. Ifyou need to add or remove yourself from a session while the meeting is in the 'Project
Manager Review' or 'International Approval’ status, contact your Project Manager.

14 How to edit, cancel and reinstate meetings

Only the creator of the meeting form and the Project Manager can edit, cancel and reinstate an

existing meeting.

However, any active member of the National Mirror Committee is able to join and edit sessions (see

How to add or remove yourself from a Session).

Committee members have limited permissions to edit the original meeting details.

This limitation helps maintain data integrity and ensures the correct procedures are followed in
informing all stakeholders of changes occurring.

NOTE: If you are unable to edit, cancel or reinstate a meeting, refer to Meeting and session statuses.

14.1 Edit a meeting

To edit a meeting:

1. From the 'Home' page, click 'Meeting Actions' for the meeting you want to edit.

2. Click 'Edit meeting'.
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Hello,

Recent Meetings

Create Form

Show Details +

Meeting Actions v

Meeting Name Date Mesting Typa  Location Meeting Project Manager _
InterNatCommID461 04 Mar 2023 - Algeria Status test finance
InterNatCommAutoTestB2GZ 11 Mar 2023 Active View mecting

Cancel meeting
Meeting Name Date Meeting Type  Location Meeting Project Manager R

3. Edit the fields as necessary.

Meeting schedule

* Start Date

05/06/2023

Type of meeting (&)
Virtual
Hybrid

@ Face to Face

*Country

United Kingdom

*City

London

* Subsidy Required?
® Yes
No

Funding allocation requests @

Enter details

* End Date

09/06/2023

If there are any specific funding requests between attendees, please note them here

Attach Meeting Documentation

Upload attachments

Update Agenda Add endorsement documentation

4. If you have changed the meeting dates, ensure that none of the sessions fall outside the new

meeting dates.

NOTE: Not all fields are editable, but you can, for example, update Meeting dates and upload

additional documents.

14.2 Cancel a meeting

To cancel a meeting:

1. From the 'Home' page, click 'Meeting Actions' for the meeting you want to cancel.

2. Click 'Cancel meeting'.
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Hello,

Recent Meetings

Create Form
Meeting Name Date Meeting Type  Location Meeting Project Manager
InterNatCommID461 04 Mar2023-  Hybrid Algeria Status test finance
InterNatCommAutoTestB2GZ 11 Mar 2023 Active View maeting
Edit meeting
Meeting Name Date Meeting Type  Location Meeting Project Manager —

Enter the cancellation reason.
4. Click 'Submit'.

w

Cancellation Reason

Reason provided will be shared with Standards Australia and Committee members

Test.

A

Concel

NOTE: Cancelling a meeting also cancels all the sessions.

14.3 Reinstate a meeting

Cancelled meetings will still appear on the 'Home' page and can be reinstated before their start date.

To reinstate a cancelled meeting:

1. From the 'Home' page, click 'Meeting Actions' for the meeting you want to reinstate.

2. Click 'Reinstate meeting'.

Hello,

Recent Meetings

Meeting Name Date Meeting Type
InterNatCommID461 04 Mar2023-  Hybrid
InterNatCommAutoTestB2GZ 11 Mar 2023

Location
Algeria

Meeting
Status
Cancelled

Create Form
broject Manager Sk,

test finance

View meeting

Reinstate meeting

NOTE: Reinstating a meeting also reinstates all sessions of the meeting.

15 How to edit and cancel sessions and attendees

Any active member of the National Mirror Committee can edit and cancel sessions and attendees.

15.1 Edit a session and attendees

To edit a session and attendees:

1. From the 'Home' page, click 'Show Details' for the meeting containing the session you want

to edit.

2. Click 'Session Actions' for the desired session to edit.

3. Click 'Edit Session'.
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Hello,

Recent Meetings

Meeting Name

InterNatCommID461
InterNatCommAutoTestB2GZ

Session Name
WG 82

Session Name
AG 10

Date
04 Mar 2023 -
11 Mar 2023

Date
Wednesday, 08
March 2023

Date
Thursday, 09
March 2023

Meeting Type
Hybrid

Time
All day

Time
All day

Location
Algeria

Session
Status
Active

Session
Status
Active

Create Form

Meeting Project Manager Meeting Actions w Hide Details —
Status test finance

Active

Attendees

View Session

1 Attendees @

Session Schedule

Edit Session

Copy Session

Attendees
0 Attendees @

Cancel Session

Create Session

4. Edit the session and attendee details as necessary.
5. If you have changed the session dates, ensure that the session does not fall outside the
Meeting dates.

15.2 Cancel a session

To cancel a session:

1. From the 'Home' page, click 'Show Details' for the Meeting containing the Session you want

to edit.

2. Click 'Session Actions' for the desired session to edit.
3. Click 'Cancel Session'.

Hello,

Recent Meetings

Meeting Name
InterNatCommiD461

Session Name
WG 82

Session Name
AG 10

InterNatCommAutoTestB2GZ

Date Meeting Type  Location
04Mar2023-  Hybrid Algeria
11 Mar 2023

Date Time Session
Wednesday, 08 All day Status
March 2023 Active
Date Time Session
Thursday, 09 All day Status
March 2023 Active

Create Form

Meeting Project Manager Meeting Actions v Hide Details —
Status test finance

Active

Attendees

View Session

1 Attendees @

Session Schedule

Attendees
0 Attendees @

Edit Session

Copy Session

Gancel Session

| create session |

NOTE: A meeting will still remain active even if all sessions are cancelled. To cancel a meeting,
see How to edit, cancel and reinstate meetings.

16 How to complete travel details

The ‘Travel details’ page contains a list of questions designed to assist Standards Australia in

assessing a subsidy.

All meeting attendees who will attend in person will need to complete all questions on the ‘Travel
details’ page before subsidies can be approved.

If you are attending a meeting in person, you will receive an email with a link to the 'Travel details'

page.
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Alternatively, you can complete the travel survey by following these steps:

1. From the 'Home' page, click on the 'Travel details' tab.
2. Select the desired meeting and complete the travel details.

Travel details

Home

All meetings Hello,

My sessions

Upload meeting reports
View past meeting reports

Travel details No

racs =)

3. Answer 'Yes' to the first question and complete the rest of the questions.
4. Click 'Submit'.

NOTES:
1. Ifyou are attending a meeting in Australia or New Zealand, a travel subsidy does not apply.
Therefore, for Q3., please select "No".
2. Once you have completed the travel details, changes can only be made by Standards
Australia employees. Contact your Project Manager if you need to change your travel details.
Example of completed travel details:

*Q1. Are you attending the meeting in person? G)
® Yes

No

*Q2. Will you meet the travel requirements for entry into the destination country? (&)
® Yes

No

*Q3. Are you requesting a subsidy?
® Yes

No

*Q4. Is GST applicable? (7)
® Yes

No

*Q5. Is attendance at this meeting the main purpose of travel? (I)
® Yes

No
*Q6. Which city will you depart from? G)

Sydney v

*Q7. Any other comments that should be considered when assessing your application? (i)
Yes

® No
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17 How to upload meeting reports

If you have been assigned the Head of Delegation role for any sessions, you will need to upload a
report after attending the Meeting.

However, multiple reports can be submitted by any meeting attendees.

One day after the meeting, the Head of Delegation will receive an email reminding them to submit
their report with a link to the 'Upload meeting reports' page.

Alternatively, you can upload a meeting report by following these steps:

1. From the 'Home' page, click on the 'Upload meeting reports' page.
2. Select the desired meeting to submit a report.

Meeting reports

Home

All meetings
Hello
My sessions
Please select the meeting you are submitting the report for:
Upload meeting reports Select a meeting El

View past meeting reports

3. Indicate whether the report is for all sessions under the meeting or a specific session.
4. |If the report is for a session, select the relevant session (multiple sessions may be selected).
5. Click 'Add Report'.

Please upload your report below.

This report should highlight matters which are not normally covered in the minutes and resolutions, including the extent to which
Australian proposals and views are accepted and how the work may impact on the Australian community of interest. The report will also
be used to disseminate the information you gain at the meeting to the relevant stakeholders. An optional International Meeting Report
template can be used, or the delegate can present in another form that is suitable for the mirror committee concerned.

Add Report

6. Click on 'Upload Files' or drag and drop the report file.

NOTE: A reminder will be sent to the Head of Delegation after 28 days if the meeting report has not
been uploaded.

18 How to view past meeting reports

All committee members can view meeting reports that have been submitted.
To view a submitted meeting report:

1. From the 'Home' page, click on the 'View past meeting reports' page.
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Home Meeting reports
All meetings

My sessions

Jpload meeting reports

View past meeting reports

Travel details

FAQs
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2. Select the desired meeting to see the reports.

STANDARDS
Austroko

CELEBRATING 108 VEARS 1922 202%

International Participation Platform

Home Meeting reports

All meetings
Hello,

My sessions

Ploase select the mesting you'd liks to 3ee Mesting Report/s for

Select & mesting E[

Upload meeting reports
View past meeting reports
Travel details

FAQs

Jo

3. All submitted reports will be displayed.
4. Click on the report you want to view, and it will download.

19 Navigation

19.1 General navigation

Within a meeting application form, you can navigate backwards and forwards using the yellow 'Back'

and 'Save & Continue' buttons.

Save & Continue

You can navigate to other pages, including the 'Home' page, at any time by clicking the page in the

menu.

STANDA;AgIag International Participation Platform

CELEBRATING 100 YEARS 10222022

Form Details
Home
All meetings Meeting details
My sessions Mesting Name
IEG/TGT1 Concrete, reinforoed concrate and pre-stressed concrate:
Upload meeting reports Croated By
View past meeting reports Project Manager
tost
Travel details )
FAQS 4D-858 NatCommTCiestOXKg

= R
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19.2 Meeting actions

After a meeting has been created, it will appear on the 'Home' and 'All Meetings' pages. The
following options are available by clicking 'Meeting Actions' for the relevant meeting:

e View meeting: Shows the meeting details. Allows you to view the agenda and endorsement
attached to the meeting. Allows you to view and edit sessions under the meeting and create
new sessions.

o Edit meeting: Allows you to edit the meeting details. Refer to How to edit, cancel and
reinstate meetings for further instructions.

e Cancel meeting: Allows you to cancel the meeting. Refer to How to edit, cancel and
reinstate meetings for further instructions.

Recent Meetings
Create Form

Meeting Name Date Meeting Type  Location Meeting Project Manager Meeting Actions v Show Details +
IEG/TG71 Gonorete, reinforced 02Mar2023-  Virtual Online Status test finance

concrete and pre-stressed 08 Mar 2023 Active View meeting
concrete

Edit meeting

Cancel meeting

19.3 Session actions

After a session has been created, it will appear under the corresponding meeting on the 'Home' and
'All Meetings' pages and on the 'My sessions' page.

The following options are available by clicking the arrow in the 'Actions' column for the relevant
session:

e View session: Shows the details and attendees of the session.
e Session schedule: Shows a list of all sessions that have been added to the meeting.
e Edit session: Allows you to edit the session details and attendees.

NOTE: Committee members can only edit sessions with an 'Active’ status.

o Copy session: Creates a new session with the same attendees - you will still need to
complete the session details.

o Remove me: Removes you as an attendee of the session (This option only appears if you are
listed as an attendee of the session).

e Cancel session: Deletes the session.
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My sessions

*Historical data prior to platform launch in 2023 not included

Search sessions

Meeting Name v

IEC/TC 71 Concrete, reinforced concrete and pre-stressed

con

IEC/TC 71 Concrete, reinforced concrete and pre-stressed
con*

IEC/TC 71/65676 bu uygcvh
1SO/InterNatCommID140 InterNatCommAutoTestGKGI

IEC/InterNatCommID452 InterNatCommAutoTestUFFE

Search Sessions by Name, Status, Meeting Name, Time, Role, or Attendance Ty

Session Na... v

JWG 17

AG 12121

COPOLCO 1/WG
12

AhG 134/21414
14143

SC 9999/HAH
SAA

Filter by date

Moeting St...

Active

Active

Active

Active

Active

1 Month

Session Sta...

Active

Active

Active

Active

Active

Filter by time
All

This page displays only the Sessions you have applied to attend or have altended. Use the filter option to find specific meetings® and 'Actions' to make changes.

Session Date v | Time

13 Jan 2023

18 Jan 2023

24 Jan 2023

24 Jan 2023

28 Jan 2023

All day

All day

PM

PM

AM

Filter by status

All

v | Role

Committee
Manager

Committee
Manager

Committee
Manager

Delegate

Delegate

Attendance... v | Actions

Face to Face v

Virtual

Rows

20 v

& |

Face td

Virtual

Virtual

Cancel session

View session

Session schedule

Edit session

Copy session

Remove me

19.4 All Meetings

On the 'Home' page, a list of the 5 most recent meetings connected to the committees you belong to

will be displayed.

If you want to see older meetings, navigate to the 'All Meetings' page, where you can search, sort
and filter to find the meeting you are looking for.

All meetings

My sessions

-
STAN%EEE International Participation Platform
GELEBRATING 00 YEARS iz B9z

T All Meetings

Jo

Upload meeting reports

‘b tor b Rows
..... ger Name or Req Al v A - m v 20 v
View past meeting reports
Travel details Meeting Name v | Start Date 4 v | End Date v | Meeting Type Status v | Lacation Project Manager v | Requested by v | Actions
InterNatCommiDiss 01 June 2022 03 November 2022 Face to Face Active Argentina Swathi PM IPP Committee Member
FAQs InterNatCommAutoTest2ZMA

1. Only meetings from July 2023 onwards will appear on the ‘All Meetings' page.

2. When filtering by date, the meetings will appear based on the end date.

To view more information about the meeting:

1. For the meeting you want to view, click the drop-down arrow in the 'Actions' column.

2. Click 'View meeting'.

Page 20 of 24

Next review date: 09/2028

Copyright © 2023 Standards Australia, all rights reserved

Uncontrolled if printed



DOCID: MECIN GU 001

Version 1.2.2 ~ 07/09/2026 Platform (IPP) Help Guide

Title: International Participation

Author: Policy Team
Approved by: Head of
International

All Meetings

This page displays Meetings linked to your Committees. Use the filter option to find specific meetings* and 'Actions’ 1o make changes

“Historical data prior to platform launch in 2023 not included

Search meetings Filter by future date

Search Meetings by Name, Status, Meeting Type, Location, Project Manager Name or Req Al

Meeting Name v | Start Date 4 v | End Date v | Meeting Type v | status
InteratGommiD164 01 June 2022 03 November 2022 Face to Face Active
InterNatCommAutoTest2ZMA

InterNatCommiD105

niertiatt-omm 15 August 2022 31 October 2022 Face to Face Cancelled

InterNatCommAutoTestdCVE

InterNatCommID452 22 August 2022

31 August 2022
InterNatGommAutoTestUFFE

Face to Face

-

Project Manager Review

Filter by meeting type

All - All

Location v | Project Manager

Argentina

Albania

Philippines

Filter by status

v

Requested by v | Actions

IPP Committee Member [~ ]
1

Edit meeting

Cancel meeting
IPP Committee M
View sessions

19.5 My sessions

The 'My sessions' page displays the sessions you are registered to attend or have already attended.

On this page, you can search, sort and filter to find a session.

My sessions

Home

All meetings

Historical data prior 1o platfoem kaunch in 2023 nat include

Upload meeting reports

1 Month

All

View past meeting reports

To view more information about the session:

1. For the session you want to view, click the drop-down arrow in the 'Actions' column.

2. Click 'View session'.

NOTES:

1. Only sessions from July 2023 onwards will appear on the 'My Sessions' page.
2. When filtering by date, the sessions will appear based on the end date.

20 Meeting application approval and subsidy allocation

After you have completed the 'Meeting details' page, your Project Manager will be informed.

The Meeting status will remain 'Active' for some time to allow other attendees to update their

attendance details and complete their travel details.

It will then move to the 'Project Manager Review' status where your Project Manager will ensure all
the necessary information has been submitted. They will confirm that:

e Each session has a Head of Delegation;
e All travel details have been completed, if applicable;

o Delegates have no outstanding reports from previous meetings;

e Correct endorsements have been received; and
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e The correct agenda has been submitted.

The application will then progress to the 'International Approval' status where all information is
assessed, and subsidies are allocated (if applicable).

Committee members will receive correspondence to inform them of the meeting application,
including the subsidy amount (if applicable) and meeting and travel information.

If you are eligible for a subsidy, you will receive information on how to submit your invoice for
processing and payment.

To find out more about how travel subsidies are calculated, visit the International Engagement page
on our website (https://www.standards.org.au/engagement-events/international) and download
Policy for Attending International Meetings and Requesting Subsidies.
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Appendix A — IPP portal process

Has a meeting Update the sessions
START > Iready been Y or attendees of the
created? existing meeting

Upload agenda and

Create a session Add attendees
endosements

Create a meeting

Option A — Upload invoice before attending meeting

Submit invoice Subsidy paid

Attend
meeting

Submit application g

Receive approval

s : Attending any
. S . - Option Aor B emal.l (|nc!ud|ng Complete Travel e i
Option B — Upload invoice after attending meeting confirmation of Survey tings?

subsidy)

Attend

3 Submit invoice
meeting

Receive approval
email

Subsidy paid

Submit meeting
report
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