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Introduction 

 

IEEE has developed an online, web-based public review system for the general public to review and 

comment on initial draft standards within 60 days from the start of the initial ballot. 

 

This User Guide is to provide and describe the steps needed to complete functions within the Public Review 

(PR) system. The system is currently independent of other IEEE systems, i.e., myProject, IEEE Xplore.   

 

This guide will help serve the Public Review Commenters and the Sponsor/Ballot Designee on the Public 

Review process.  Please note that each clause has the applicable user(s) listed (Sponsor/Ballot Designee or 

Public Review Commenter). 
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1. Create an IEEE Account 
Applicable Users:  

All Public Review System users  

 

An IEEE Account username and password is needed to access the Public Review system.  If you do not 

have an IEEE Account, it can be created by following the steps below.  If you already have an IEEE 

Account see clause 2.   

 

1. Go to the Public Review Website 

2. Click the “Sign In” button 

 

 
 

3. Click “New users, create your free IEEE account” 

 

 
 

4. Complete the form completing at least all required fields with a red asterisk 

5. Click the “Create Account” button in the bottom right hand corner 

 

 
 

6. Once complete, you will be redirected back to the Sign In screen 

 

  

http://publicreview.standards.ieee.org/public-review-web/public-app
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2. Sign-In 
Applicable Users:  

All Public Review System users 

 

1. Go to the Public Review website 

2. On the Homepage of the Public Review system, click the “Sign In” button 

 

 
 

3. Enter your IEEE Account E-mail Address and Password 

 

 
 

4. Click “Sign In” 

5. A welcome message in the top right hand corner 

 

 
 

6. If login is unsuccessful, the system will provide more information and allow the user to attempt to login 

again 

 

   

http://publicreview.standards.ieee.org/public-review-web/public-app
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3. Sign-Out 
Applicable Users:  

All Public Review System users 

 

1. Click your name in the top right hand corner and select “Sign Out” from the dropdown menu. 

 

 
 

2. Upon signing out of the Public Review system, you are taken back to the Public Review System 

Homepage; your name should no longer appear in the top right hand corner. 

 

4. My Profile 
Applicable Users:  

All Public Review System users 

 

1. Click your name in the top right hand corner and select “My Profile” from the dropdown menu. 

 

 
 

2. Enter your IEEE Account E-mail and Password to access your profile settings. 
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5. View Listings of Public Review Opportunities 

5.1. Homepage  
Applicable Users:  

All Public Review System users 

 

On the Homepage of the Public Review website, the system will display the default view showing All 

current and upcoming drafts for Public Review 

 Filter your search results by selecting either ‘Current” or “Upcoming” 

 Clear any  selected filters by using the “Clear” link 

 You can select various combinations of the following criteria: 

o Filter by Status effects the available Sort By options 

i. All  

1. Sort By Title and Status 

ii. Current  

1. Sort By Title and Public Review Closing Date 

2. Filter by Closing Date 

iii. Upcoming  

1. Sort By Title and Invitation Close Date 

o Drafts per page 

 

 
  

http://publicreview.standards.ieee.org/public-review-web/public-app
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5.2. My Public Reviews 
Applicable Users:  

Public Review Commenters 
 

From the Homepage, click the “My Public Reviews” tab at the top of the page.  My Public Reviews shows 

all public reviews in which you are participating.   

 

Drafts will only appear in “My Public Reviews” after you have selected them from the homepage for 

commenting.   

 You can select the following Filter criteria: 

o Filter by Status 

a. Current 

b. Review Period Closed 

c. Closed  

o Sort by Status only 

o Drafts per page 

 Clear any  selected filters by using the “Clear” link 
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5.3. Manage Public Reviews  
Applicable Users:  

Sponsor/Ballot Designee 
 

Manage Public Reviews shows all public review drafts for which you have Sponsor/Ballot Designee 

responsibility.  

 

From the Homepage, click the Manage Public Reviews tab at the top of the page. 

 You can select the following Filter criteria: 

o Filter by Status 

a. Current 

b. Review Period Closed 

c. Finalized 

d. Closed  

o Sort by Status only 

o Drafts per page 

 Clear any  selected filters by using the “Clear” link 
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6. View Details of the Public Review Draft  
Applicable Users:  

All Public Review System Users 
 

From the Homepage, locate the desired draft then click the “Plus Sign” button in the bottom right hand corner 

of the draft description area.  

 

Note: The “Plus Sign” button is only available for drafts in Upcoming and Current status 

 

 
 

The follow information should be displayed: 

1. Title  

2. Designation  

3. Public Review Closing Date, if applicable  

4. Date the invitation period closes, if applicable  

5. Scope of the proposed standard  

6. Button to either “Add Comments” or “View/Edit Comments” 

7. Button to Purchase/Access this Draft, if applicable  

8. Button to View PAR 

 

 
 

Click the “Minus Sign” to collapse the details. 
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7. Access a Public Review Draft 
Applicable Users:  

Public Review Commenters 
 

1. From the Homepage, locate a draft you would like to purchase and/or access 

2. Expand the draft details by clicking the “Plus Sign” button 

3. Click the “Purchase/Access this Draft” button 

 

 
 

Note: If the draft is not available for Purchase/Access, a message will indicate, “Please try again on the 

next business day.” You may also search here <http://www.techstreet.com/ieee> for draft availability. 

 

 
 

 

  

http://www.techstreet.com/ieee
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8. Specifying Affiliations  
Applicable Users:  

Public Review Commenters 
 

Before you can enter comments, the system will require you to declare your affiliation.  You must enter at 

least one (1) organization/company/entity with which you are affiliated in the My Affiliations text box at the 

top of the comments window. If you do not have an entity affiliation, you may enter “Self” (e.g., if you are 

not employed or affiliated with any entity, and/or if you are retired).   For more information, click the grey 

circle with a “?” at the bottom left corner for guidance on the term Affiliation 

 

8.1. Add Affiliation(s) 

 

1. From the Homepage, locate the draft for comment and expand the details by clicking the “Plus Sign” 

button. 

2. Click the  “Add Comments” button 

3. Enter your affiliation into the text box next to “My Affiliations” 

4. Click the verification check box to confirm your entered affiliation  

5. Click the “Add” button 

6. Repeat steps 3-5 for additional affiliations 
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8.2. Remove or Update Affiliation(s) 

The system requires at least one affiliation be recorded in order to use the delete function.   

If you are attempting to correct a previously entered affiliation, add in the correct affiliation and then 

remove the incorrect affiliation.  

 

1. From the Homepage, locate the desired draft to update your affiliation(s) and expand the details by 

clicking the “Plus Sign” button 

2. Click the  “View/Edit Comments” button 

3. Affiliation(s) can be removed by clicking on the red “X” next to the affiliation   
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9. Commenting on a Public Review Draft 
Applicable Users:  

Public Review Commenters 

9.1. Individual Comment Entry 
 

1. From the Homepage, locate a draft you would like to comment on. 

2. Click the “Plus Sign” button to expand details  
 

a. If this is the first time you are entering a comment on this draft, the “Add Comment” button will 

be displayed. 

i. Click the “Add Comments” button 
 

 
 

b. If you have previously entered comments on this draft, the “View/Edit Comments” button will 

be displayed.   

i. Click the “View/Edit Comments” button to submit additional comments or edit existing 

comments 
 

 
 

3. Once on the comments page, read the message bar at the top of the page for important information. Then 

click “Add Comment” 
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8.1 Individual Comment Entry (continued) 

 

4. Complete the comment form 

 

 
 

5. Click “Save and Exit” to submit or “Cancel” to Abort 

6. Review your successfully entered comments in the comments page 

 

 
 

7. Click the “Show More” link per comment or “Expand All” link for all comments if the text entered is 

larger than the default window  

 

Note: Comments are available for editing and/or deletion for 24 hours after entry or until the 60
th

 day of the 

Public Review period has lapsed, whichever comes first.   
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9.2. Bulk Comment Upload 

 

1. After logging into the Public Review website, from the Homepage, locate a draft you would like to 

comment on. 

2. Click the “Plus Sign” button to expand details  

a. If this is the first time you are entering a comment on this draft, the “Add Comment” button will 

be displayed. 

i. Click the “Add Comment” button 

 

 
 

b. If you have previously entered comments on this draft, the “View/Edit Comments” button will 

be displayed.   

i. Click the “View/Edit Comments” button to submit additional comments or edit existing 

comments 

 

 
 

3. On the comments page, click the “Upload Comments” button 

 

 
 

4. Click the “Download Comments Template” button 

5. Open and complete the template file with draft comments  

http://publicreview.standards.ieee.org/public-review-web/public-app
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9.2 Bulk Comment Upload (continued) 

 

6. Click the “Add Comment File” button 
 

 
 

7. Browse to and select the comment file you would like to upload 

8. Click the “Start Upload” button 
 

 

 

 

 

 

 

 

 

 

 
 

9. Click the “OK” button once the upload has completed 

10. The system will provide a message stating how many successful and unsuccessful lines have been 

uploaded and why any have failed to upload properly 

Note: Repeat steps 6-9 to overwrite the previous upload and correct any errors received 

 

 

 

 

 

 

 

 

 

 

Review your comments in the comments page. 

 

Note: Click the “Show More” link per comment or “Expand All” link for all comments if the text entered is 

larger than the default window  
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9.3. Edit a Comment 

 

Comments are available for editing and/or deletion for 24 hours after entry. or until the 60
th

 day of the 

Public Review period has lapsed, whichever comes first. 

 

1. After logging into the Public Review website, from the Homepage, locate the draft you have previously 

provided comments on from the “My Public Reviews” tab 

2. Click the “Plus Sign” to display the draft details  

3. Click the “View/Edit Comments” button 

 

 
 

4. Locate the comment you would like to edit 

5. Click the comment in the comment page to open the comment form 

 

 
 

6. Make any changes to the entered text in the comments form 

7. Click the “Save and Exit” button  

 

 

 

 

 

 

 

 

 

 

 

 

 

http://publicreview.standards.ieee.org/public-review-web/public-app
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9.4. Delete a Comment 
 

Comments are available for editing and/or deletion for 24 hours after entry or until the 60
th

 day of the Public 

Review period has lapsed, whichever comes first. 

 

1. After logging into the Public Review website, from the Homepage, locate the draft you have previously 

provided comments on from the “My Public Reviews” tab 

2. Click the “Plus Sign” to display the draft details 

3. Click the “View/Edit Comments” button 

 

 
 

4. Locate the comment you would like to edit 

5. Click the comment in the comment page to open the comment form 

 

 
 

6. Click the “Delete” button in the bottom right hand corner 

7. Click “Ok”  

  

 

 

 

 

 

 

 

 

 

 

 

  

http://publicreview.standards.ieee.org/public-review-web/public-app
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10. Download an Updated Draft Standard 
Applicable Users:  

Public Review Commenter 
 

Once the Public Review period is closed and if at least one of the responses to a public review comment you 

have submitted is identified as having caused a change to the draft, a revised draft may be requested and 

downloaded for review. 
 

1. From the Homepage, click “My Public Reviews” and locate the draft to see the responses to your 

comments 

2. Click the “Plus Sign” button to expand details and click the “View/Edit Comments” button 
 

 
 

3. At the top of the comments window, a message will appear indicating that a revised draft has been 

uploaded as indicated in at least one (1) response to your Public Review comments 

4. Click the “CLICK HERE” link to download the latest version of the draft standard  
 

 
 

5. You will need to check the check box agreeing to the terms and conditions displayed before clicking the 

“Download” button 

 
6. The updated draft can only be downloaded once. The system will display a message indicating when the 

updated draft was downloaded.  
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11. Review of Public Review Comments 
Applicable Users:  

Sponsor/Ballot Designee 
 

Note: Public Review Commenters have 24 hours to edit/delete a comment.  The Sponsor/Ballot 

Designee is able to see comments after the 24 hour period and can review comments throughout the 60 

day period.  The Sponsor/Ballot Desginee should download a full list of comments after the close of the 

Public Review.  

11.1. View Received Comments 

 

1. Log into the Public Review website 

2. On the top of the page, select the “Manage Public Reviews” tab 

 

 
 

3. A list of drafts (for which you are the Sponsor or Ballot Designee) that have received public review 

comments will be displayed on the Homepage 

4. Click on the “Review Comments” button 

 

 
 

5. By default, the received comments will be displayed grouped by Reviewer Name 

6. Click the “View All Comments” button to display all received comments 

7. All comments can be sorted by any of the column headings being displayed in either ascending or 

descending order and each column can be searched individually 

8. Click on a Name to expand all of the comments entered by that Commenter 
 

 
  

http://publicreview.standards.ieee.org/public-review-web/public-app
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11.2. Exporting Comments 

 

1. From the Homepage, click the “Manage Public Reviews” tab and locate the desired draft where you 

would like to export comments 

2. Click the “Review Comments” button 

 

 
 

3. From the comments window, select the “format” for which comments are to be exported from the 

following options: 

a. Public Review Format 

b. myProject Format 

4. Select a “File Type” either CSV or XLS 

5. Click the “Export” button on the right side 

 

 
 

Notes:  
 The options to export by “Public Review Format” and “myProject Format” are available if the 

Public Review status is “Public Review Closed.”  

 "myProject Format" includes all comments in a spreadsheet that is compatible with myProject 

import. 

 "Public Review Format" includes all comments in a spreadsheet that can be imported back into 

this application. 

 The Sponsor should select the “myProject Format” if they want to upload the Public Review 

Comment file in myProject as “Rogue Comments.”  Please contact your IEEE-SA Program 

Manager if you have questions with this process.  
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12. Responding to Public Review Comments  
Applicable Users:  

Sponsor/Ballot Designee 

12.1. Respond to Comments in Bulk 
 

1. From the Homepage, click the “Manage Public Reviews” tab and locate the desired draft where you 

would like to respond to comments 

2. Click the “Review Comments” button 

 

 
 

3. From the comments window, export the comments by selecting “View All Comments” and choose a 

“File Type” (CSV or XLS format) and click the “Export” button 

 

 
 

4. Once the comment response file has been exported, enter the following information 

a. Enter Yes or No as to whether or not the comment resulted in a change to the draft in “Change 

Made?” column 

b. Fill in the  Response field for each comment 

c. Enter Yes or No as to whether or not the comment has to be shown to the ballot group in the 

“Show to Ballot Group” column 

d. Enter a “Y” in the “Update” column to state that this comment response should be uploaded 
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12.1 Respond to Comments in Bulk (cont’d) 

 

5. From the “Review Comments” view, click “Upload Responses” 

 

 
 

6. Click the “Add Response file” button and select the format of the completed comment resolution file 

(i.e., CSV or XLS) 

7. Click the “Start Upload” button and the system will provide you with messaging as to which comments 

were successfully upload and which failed and why 

 

 
 

8. Click the “OK” button once complete 

9. If necessary, correct the comment resolution sheet based on the messaging displayed and repeat until all 

comments have been successfully uploaded 
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12.2. Respond to Comments Individually 
Applicable Users:  

Sponsor/Ballot Designee 
 

1. From the Homepage, click “Manage Public Reviews” and locate the desired draft where you would like 

to respond to comments 

2. Click the “Review Comments” button 

 

 
 

3. From the comments window, click the comment to enter a response. 

4. Select Yes or No in the “Change Made?” section as to indicate whether or not changes will be made to 

the draft in response to the comment 

5. Fill in the Response field for each comment 

6. Select Yes or No as to whether or not the comment has to be shown to the ballot group in the “Show to 

Ballot Group?” section 

 

 
 

7. Once complete, click the “Save and Exit” button to submit or “Cancel” to abort 

 

Note: A response of “Yes” to the “Changes Made?” section should be selected if a comment instigated or 

influenced a change to the draft.     
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13.  Upload and Assign a Revised Draft to Public Review Commenters  
Applicable Users:  

Sponsor/Ballot Designee 
 

1. From the Homepage, click “Manage Public Reviews” and locate the desired draft where you would like 

to upload an updated draft 

2. Click the “Review Comments” button 
 

 
 

3. From the comments page, click the “Upload Revised Draft” button in the top right hand corner next to 

“Draft with Public Review Changes:” 

4. Enter the revised draft name/ number in the “Revised Draft Name” textbox and click “Upload” 
 

 
 

5. Click on “Add Revised draft file” 
 

 
 

6. Browse to select the revised draft file and click “Ok” 

7. Click “Start Upload” and click “Ok” once the operation has completed 
 

 
 

8. A link to the uploaded revised draft will now be available 
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14.  Finalize Public Review Responses  
Applicable Users:  

Sponsor/Ballot Designee 
 

Note: After the Sponsor/Ballot Designee submits the request to finalize the Public Review it will go to the 

IEEE-SA Program Manager for review and closure. 
 

1. , From the Homepage, click the “Manage Public Reviews” tab and  locate the desired draft where you 

would like to finalize all comment responses 
 

Note: This should only be completed once the public review period has closed and all comment 

responses have either been entered or uploaded into the Public Review system 
 

2. Click the “Review Comments” button 
 

 
 

3. From the comments window click the “Finalize Response” button 
 

 
 

4. Click the “OK” button to confirm or “Cancel” to abort 
 

 
 

5. The status of the Public Review will change to “Finalized” in the top left hand corner 
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15.  Export Public Review Comments and Inform the Ballot Group  
Applicable Users:  

Sponsor/Ballot Designee 
 

Once the Sponsor/Ballot Designee has finalized comment responses and the IEEE-SA Program Manager has 

closed the Public Review, indicated by the “Closed” status, all finalized comments can then be exported for the 

Ballot Group. 

 

Notes: "All Comments" includes all comments. "Comments for Ballot Group" includes all comments 

marked as "Show to Ballot Group". 

 

1. From the Homepage, click the “Manage Public Reviews” tab and locate the draft where you would like 

to export comments for  the Ballot Group 

2. Click the “Review Comments” button 

 

 
 

3. Click the “Comments to Export” drop down menu in the top right hand corner 

4. Select “Comments for Ballot Group” 

5. Select the Format as either CSV or XLS 

6. Click the “Export” button 
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16.  Export All Public Review Comments and Responses 
Applicable Users:  

Sponsor/Ballot Designee 
 

Once a Public Review period has closed, the Sponsor/Ballot Designee has finalized comment responses and the 

IEEE-SA Program Manager has released the Public Review, indicated by the “Released” status, all finalized 

comments can then be exported for RevCom. 

 

1. From the Homepage, click “Manage Public Reviews” and locate the draft where you would like to 

export comments for RevCom 

2. Click the “Review Comments” button 

 

 
 

3. Click the “Comments to Export” drop down menu in the top right hand corner 

4. Select “Comments for RevCom” 

5. Select the Format as either CSV or XLS 

6. Click the “Export” button 

 

 
 

 

 


