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➢A central location for draft documents

✓ Add comments, start a new discussion 

➢File repository 

✓ Add related files, images, tables, etc. 

➢Task group member list

✓ Easily send email to individuals or entire task group

➢History

✓ See actions taken over the like of the collaboration area

Collaboration area can be established as part of the work item registration process or at a later date. 
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Collaboration area features include: 

ASTM Collaboration Area
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Two Types of Collaboration Areas

1. Work Item Collaboration Area 
➢Can be created at the time the work item is created or at a later date

➢Work item technical contact is the group administrator 

➢Expires with the work item expiration 

2. Administrative Collaboration Area 
➢Is not tied to a work item

➢Request from your staff manager

✓ Indicate title, related committee(s), group administrator(s)
➢Various Uses

✓ Task group sections 

✓ Workshop planning

✓ Administrative groups 

▪ E.g. Awards, Long Range Planning, event planning, Bylaws Revisions 
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Collaboration Area from the User’s Point of View
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➢ Accessing your Collaboration Area

➢ Collaboration Area Hub Page

➢ Overview – member list/email members, history, schedule online meeting 

➢ Drafts – view and upload

➢ Polls – view and vote

➢ Discussion – view, comment, add

➢ Files – view, comment, add
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This section will cover all of the features that every member of a collaboration area will have access to:

All Users
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Accessing Your Collaboration Areas 

1. Email Notification 

2. My ASTM/Membership 

3. My Committees/My Tools
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Administrative Collaboration Area vs.   
Work Item Collaboration Area 

*All administrative collaboration area start with AC

*The work item number shows before the Work Item Collaboration Area Title
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Collaboration Hub page
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Email Settings
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Overview page



10/7/2025

Drafts
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Polls
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Discussions
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Folders & Files
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Collaboration Area from the Technical Contact Point of View



10/7/2025

➢ Tools – Email notification/Draft Options

✓ Administrator tools

✓ Email Settings (all members) 

➢ Create new collaboration area 

✓ Upload draft

✓ Choose your members 

✓ Choose your settings 

➢ Edit existing collaboration area 

➢ Working within the collaboration area

✓ Upload drafts 

✓ Upload files, create folders 

✓ Email members 

✓ Start discussion 

✓ Open a poll 

Technical Contact 
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Creating Your Collaboration Areas 

1. My Committees/My Tools

2. Work Item Registration – email notification

3. Staff Manager/Subcommittee Chair
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Creation of a Collaboration Area
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Creation of a Collaboration Area
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Creation of a 
Collaboration Areas 
continued:
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Manage Email 

notifications to be sent 

to your members of 

your task group
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Continue to manage 

Email notifications to be 

sent to your members 

of your task group
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Adding/Deleting Members
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Emailing Members
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Emailing Members 
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1. Resend Invitation Email 

2. Custom Email Message 
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Edit an existing Collaboration Area
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Schedule Online Meeting 
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Creating a Poll

27



10/7/2025

Submit an Item for Ballot
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Edit Work Item
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Expiration Warning
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Technical contacts can work with staff managers to 

turn  on the feature 

Inline Editing enhancement 

PRESENTATION TITLE
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➢One-time turn on feature

✓ Administrator of Collaboration – work with Staff Manager to turn on in collaboration area settings 

➢Upload the Draft

✓ Editor of the draft – administrator who can accept or reject proposed changes. The author of the document.

➢Member of Collaboration Area

✓ Reviewing – leave comments and suggested edits

➢SharePoint 

➢One-time authorization to review the document  

Inline Editing enhancement 
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Activate Inline Editing - Collaboration Area Settings 

*enable the feature once
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Current Collaboration Area Draft Review Inline Editing Draft Review

Collaboration Area Draft 
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Members – Review the Document
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Inline Editing Authentication Process – Microsoft 

PRESENTATION TITLE
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➢New Member Orientation & Training

➢Balloting & Handling Negatives Votes

➢WebEx Training

➢Roster Maintenance

➢Process of Developing & Revising a Standard

➢Task Group Chair & Technical Contact Responsibilities

➢Subcommittee Chair's Duties and Responsibilities

➢ Interlaboratory Studies Program

➢Planning Symposia & Workshops

➢Collaboration Area Training

Additional Classroom for Member Trainings

ASTM Officer Training Workshop

https://www.astm.org/catalog/category/view/id/70/#new-member-training
https://www.astm.org/catalog/category/view/id/70/#new-member-training
https://www.astm.org/catalog/category/view/id/70/#ballouting-negative-votes-training
https://www.astm.org/catalog/category/view/id/70/#ballouting-negative-votes-training
https://www.astm.org/catalog/category/view/id/70/#webex-training
https://www.astm.org/catalog/category/view/id/70/#webex-training
https://www.astm.org/catalog/category/view/id/70/#roster-maintenance-training
https://www.astm.org/catalog/category/view/id/70/#roster-maintenance-training
https://www.astm.org/catalog/category/view/id/70/#developing-revising-standard
https://www.astm.org/catalog/category/view/id/70/#developing-revising-standard
https://www.astm.org/catalog/category/view/id/70/#task-technical-responsibilities
https://www.astm.org/catalog/category/view/id/70/#task-technical-responsibilities
https://www.astm.org/catalog/category/view/id/70/#subcommittee-responsibilities
https://www.astm.org/catalog/category/view/id/70/#subcommittee-responsibilities
https://www.astm.org/catalog/category/view/id/70/#interlaboratory-program
https://www.astm.org/catalog/category/view/id/70/#interlaboratory-program
https://www.astm.org/catalog/category/view/id/70/#planning-symposia-workshops
https://www.astm.org/catalog/category/view/id/70/#planning-symposia-workshops
https://www.astm.org/catalog/category/view/id/70/#collaboration-area-training
https://www.astm.org/catalog/category/view/id/70/#collaboration-area-training
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Thank you

Helping Our World Work Better
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