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1. To access the online comment database go to the ASHRAE website at: 

http://www.ashrae.org/standards-research--technology/public-review-drafts  

2. Click on the button that says “Click here”.  

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: You can also access the online comment database directly by simply going to the ASHRAE 
website at: https://osr.ashrae.org/default.aspx. 

If there are public review drafts available for review and comment they will be posted on this site for 
download, review, and comment. If there are no drafts currently available that will be stated there as 
well.  
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3. To view or save a copy of a particular draft currently posted for public review simply select the draft 
from the list of available drafts by clicking on the link. A pdf version will open in a new window.  

 

 

 

 

 

 

 

 

 

 

 

 

4. To submit a comment on a public review 
draft select “Comments” to the left of the 
applicable public review draft. You will then 
be asked to log in to the online comment 
database in order to submit your comment. 

The login page is where commenters are 
required to login to comment on any draft 
currently posted for public review or to reply 
to a committee response to a previous public 
review comment.  ASHRAE members should 
use their ASHRAE Member login to access the 
online comment database in order to submit 
comments, view comments submitted on 
previous public review drafts, read the project committee responses to their comments, and to reply 
to the committee response. Access to the online comment database is linked to ASHRAE’s 
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membership software (Netforum) and therefore members currently serving on a particular project 
committee will automatically have access to their own comments as well as all of the comments for 
those documents for which their committee is cognizant. If a commenter does not have an ASHRAE 
Member login, they will have to create an account by selecting “New Commenter Login” on the Log In 
page. The commenter must access their account to read their previous comments or to reply to an 
approved committee response to a particular comment.   

Acknowledgments are all accomplished automatically by e-mail. When the commenter submits a 
comment, they will receive an acknowledgment e-mail; when the chair of the cognizant project 
committee sends the approved committee response to the commenter, the commenter will receive 
an e-mail notification that a response is available online. The commenter must then login to their 
online comment database account to view the committee response and to reply to that committee 
response.   

5. Once an applicable draft 
has been selected and the 
potential commenter has 
logged in to the online 
system the page will 
appear as shown in the 
example below, with the 
menus at the left. There 
are three main menus 
available: My Comments, 
Online Public Review 
Drafts, and Standards Web 
Page. NOTE: Project 
committee members will 
also have a Reports menu 
available on the left. 

The applicable draft that was selected is now listed. The first public review draft of BSR/ASHRAE 
Standard 158.1-2004R is shown in the example above. To submit a comment on this particular public 
review draft click the “New Comment” button. If this is not the desired draft or you would like to 
comment on a different draft, select “Online Public Review Drafts” from the menu at the left.  
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6. After selecting the applicable draft to submit a comment on and selecting the “New Comment” 
button you will then be asked to agree with the ASHRAE copyright release. You cannot submit a 
comment unless you have typed you name in the box provided and selected the “I Agree” button at 
the bottom. You must type your name in 
the box provided exactly as it is shown on 
the web page.  

7. Once you have typed your name in the 
box provided and selected the “I agree” 
button at the bottom the online comment 
form will open for the applicable draft 
that was selected.  See example below.  
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You can now input your comment. Note also that you can view the public review draft by opening the 
link next to “Document” and you can include attachments by select “Add” next to “Attachments:” 
When you have entered your comment into 
the database you can select “Submit” at the 
bottom of the comment form to submit your 
comment. When comments are submitted 
the commenter has the option of submitting 
the comment and creating additional 
comments for that public review draft by 
selecting “Submit & New” in the popup box 
or to simply submit the current comment by 
selecting “Just Submit”. The commenter also 
has the option of saving the current comment as a draft by selecting “Save as Draft” at the bottom of 
the comment form and then “Ok” in the popup box. When a comment is saved as a draft the 
commenter has an opportunity to return to the online comment database at a later date to revise or 

complete their comment. However, 
the comment must be submitted by 
the close of the public review period 
for that particular draft or the draft 
comment will be purged from the 
system and will not be recoverable. 

 

8. If the comment was saved as a draft 
the commenter can access it by 
selecting “My Comments” from the 
menu at the left. On the My Comments 
page the commenter can see all of the 
comments that you have submitted or 
saved as drafts. To edit the draft 
comment(s) select “Comment Drafts” 
from the filters in the columns on the 
My Comments page. Filter results will 
appear at the bottom of the page. Note that the filter selected now shows in red text. To edit a draft 
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comment select “Edit” next to the applicable draft comment. After editing the commenter will again 
have the option to submit the comment or save as draft. Remember, draft comments must be 
submitted by the close of the public review period for the applicable draft document or they will be 
purged from the online comment database.  
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If you selected “Just Submit” from the popup box to submit your comment you will be directed back 
to the document comments page where your comment will now be listed under the applicable draft. 
At this point you can proceed to add another comment for the same draft by selecting the “New 
Comment” button or you can view the comment that was just submitted by selecting “Details” to the 
left of your applicable comment. 

9. You can either choose to submit another comment on the same public review draft as mentioned 
above or select “Online Public Review Standards” from the menu at the left if you would like to 
comment on another draft currently posted for public review. The process is the same. On the My 
Comments page you can view all of your comments by selecting one of the filters in the columns. 
Filter results will appear at the bottom of the My Comments page. See example below. 
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10. To print a copy of your comment select 
Details next to the applicable comment in 
the filter results above and select “Print 
Comment” from the menu bar at the top of 
the comment details page. In addition you 
can use the menu bar to expand and 
collapse the information on the comment 
details page or to move through your 
comments using the arrow buttons. 
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11. To withdraw a comment select Details next to the applicable comment and then click on 
“Withdraw” link next to the Comment Status. A comment can be withdrawn by the commenter at any 
time in the process. 

12. To logoff the online comment 
system, to edit your account 
information, or to change your 
password select “My Account” from 
the drop down menu in the upper right 
hand corner of the web page. See 
example. 

NOTE: The option to edit account 
information or to change password 
here is limited to those individuals that 
created a new account (a New 
Commenter Login). ASHRAE Members 
that used their ASHRAE Member login 
to access the online comment 
database must use the ASHRAE 
website at http://www.ashrae.org 
(Member Central) to update contact 
information or change their password. 
The online comment database is linked 
to the ASHRAE membership software. 
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13. REPLY TO A COMMITTEE APPROVED RESPONSE: To reply to a committee response to a previous 
public review comment you must login to the online comment system at 
https://osr.ashrae.org/default.aspx by selecting “My Comments” from the menu at the left . This will 
take you to your My 
Comments web page. 
When a commenter 
receives an e-mail 
acknowledgment stating 
that a committee 
response to their 
comment is available 
online it will be available 
under one of the filters in 
the My Comments 
column, specifically 
under the filter 
“Responded To (Total):” 
Here there are five 
categories: Accepted, 
Rejected and More 
information is needed, 
Deferred, Out-of Scope, 
and Deferred, Late.  
Select one of these 
responses and a list of 
your comments will 
appear at the bottom of 
the same page. Select the 
applicable public review 
draft from the list and 
click on “Details”.  The 
comment details page will show your comment, the approved project committee response, and a 
“Reply” button will be available at the bottom of the page, provided the deadline for reply has not 
passed. Click on the “Reply as Commenter” button to reply to the committee response indicating 
whether or not the response resolves your comment. You can either submit your reply, in which case 
you will receive an acknowledgment e-mail from the system, or you can save your reply as a draft in 
the same fashion as a draft comment is saved in the system. However, draft replies must be 
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submitted by the reply deadline or the draft will be purged from the system and the commenter will 
be listed as resolved.   

 

 

 

 

 

 

 

 

 

 

 

There are three choices you have as a commenter to 
reply to the committee response. See below. 
Information substantiating your reply should be 
included as well as any attachments supporting it. 
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Note: If the committee response to your comment was “Deferred, Out-of-Scope” or “Deferred, Late” 
you will not have the option of replying to that response. In both of these cases the committee has 
elected to defer your comment for consideration at a later time as a proposed change to the 
published document. Deferred, Out-of-Scope or Deferred, Late comments received on periodic 
maintenance documents may be held for consideration during the next revision. 

Note: Committee members will see two columns on the My Comments page, one that shows their 
individual comments titled “My Comments” and one that shows the comments available to the 
committee(s) for which they are a member titled “My Committee Comments”. 

13. The My Comments page will show the status of all of your comments and where they are in the 
process. You can narrow the results using the filters in the column. The filter results will be displayed 
at the bottom of the same page. From the columns the commenter can tell which comments have 
been responded to and which responses have been 
replied to. 

14. When done using the online comment system 
simply Sign Out using the menu in the upper right 
hand corner.  

 

 


