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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 
review and comment. If there are no drafts currently available that will be stated there as well.  

 

 

March 2012



Online Comment Database –  
How to Login and Process Public Review Comments 
 

Page 2 of 11 

 

3.  To sign in to the online comment database select “Sign In” in the upper right hand corner. 

 

 

 

 

 

The login page will open. 

Project committee members must use their 
ASHRAE Member login to access the online 
comment database in order to view 
comments, reports, draft responses to 
comments, and review commenter replies. 
Committee access to the online comment 
database is linked to ASHRAE’s membership 
software (Netforum) and therefore members currently serving on a particular project committee will 
automatically have access to all of the comments for those documents for which their committee is 
cognizant. Members will always have access to comments they have submitted. It should be noted 
that all project committee members can draft, view, and edit a response to a particular comment but 
only the chair can send the approved response to the commenter. It is the chair’s responsibility to 
make sure all draft responses are approved by the project committee before sending the response to 
the commenter.  

The login page is also where commenters are required to login to comment on any draft currently 
posted for public review.  If a commenter does not have an ASHRAE Member login, they will have to 
create an account by selecting “New Commenter Login” on the login page. The commenter must 
access their account to read a response or to reply to an approved committee response to their 
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 
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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.  The commenter will also receive an acknowledgment e-mail when a reply is sent to the 
project committee response. 

After login the page will appear as follows with the menus at the left. There are four menus available: 
My Comments, Reports, Online Public Review Drafts, and Standards Web Page. If there are public 
review drafts currently posted for review and comment they will show here as well. 

4. To view any available comments for documents under your committee’s cognizance select “My 
Comments” from the menu at the left.   

Use the drop down menus at the top of the page to select a particular public review period, 
committee and document.  Standard 147-2002R is shown in the example below. 
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Remember, you will only have access to public review drafts and committees for which you are a 
current member. Current members are listed on the official committee rosters available from ASHRAE 
Headquarters. See the “My Committee Comments” column. You will also have access to any 
comments that you as an individual have submitted on drafts under your committee’s cognizance or 
for drafts under the cognizance of other committees. See the “My Comments” column. The “My 
Comments” page also shows the status of comments and committee responses.  

The committee has the ability to view comments as they are received rather than waiting until the 
close of the public review period. Committees must sign in to the online comment database to view 
comments, respond to comments, and review commenter replies. 
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From the My Comments page you can view the details for each comment for a particular public 
review draft. Selecting any one of the categories (filters) in the My Comments or My Committee 
Comments columns will narrow the results that are shown at the bottom of the same page. The 
results can also be sorted in each column. Selecting “Details” next to the public review draft of 
interest will take you to the Comment Details page. From the Comment Details page the committee 
can review the comment and substantiating statements. The committee can also download any 
attachments the commenter might have included in support of their comment. You will also be able 
to draft a response to that particular comment.  

5.  To draft a response to a comment select one of the filters in the My Committee Comments column 
and the results will appear at the bottom of the page. Note that the filter category selected is shown 
in RED. The “Total Comments Submitted” is the sum of the “Substantive” comments and “Supportive 
(Resolved)” comments. Supportive comments do not need to be responded to. Commenters for 

Supportive comments are automatically listed as “Resolved-Supportive” in the online comment 
database. This is not to say the committee shouldn’t review the Supportive comments as they may 
include some good suggestions related to the public review draft. The filter results will be listed at the 
bottom of the page. To view a comment click on Details next to the applicable comment. 
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NOTE: Click on the “+” and “-“boxes on the comment Details page to expand and collapse the 
document information, comment, comment text, and substantiating comments fields, respectively. Or 
use the “Expand All” and “Collapse All” tabs in the title bar in the middle of the page. Use the arrows 
to view the details of additional comments that were included in your filter selection. The Print 
button can be used to print individual comments, one at a time. 

 
To draft a response to a 
particular comment click on 
the “Respond as Committee 
Member” button at the 
bottom of the comment 
Details page. 

 

 

Below is the online response 
page. 
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The drop down menu next under “Review 
Action:”  has a list of the official responses.  
The project committee must approve one of 
these responses as well as any text associated 
with that response. The project committee 
must provide reasons for any action other 
than “Accepted comment as submitted”.  
Attachments can be included with the official response.   
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NOTE: The 
“Response Text” 
field has a fully 
functional text 
editor build in and 
you have the 
ability to cut and 
paste into it as 
well. 
 
When using the 
paste function to add formatted text to the committee response it is important to know the purpose 
of the popup box that appears. When selecting “OK” in response to the question in the popup box 
formatting of the pasted text will be removed 
(cleaned).  When “Cancel” is selected the 
formatting of the pasted text will be included. 
  
The responsible committee member drafting 
the response should indicate in the Response 
Status field (drop down 
menu) whether the 
response is Draft 
(default) or Ready for 
Approval. If the response 
is shown as ready for 
approval, it means ready 
for approval by the 
project committee.  The 
approval method, 
meeting location and 
approval date should be 
included only if the 
response has been 
approved by the project 
committee.  A deadline 
for the commenter to 
reply can be included in the Reply Deadline field if a response has been approved. The default is 30-
days. Both the Approval Date and Reply Deadline fields include popup calendars. 
 
After a response has been entered select “Submit” at the bottom of the page to save the draft 
response.  If you login to draft, edit, or view a comment response in the database you must select 
either “Submit” or “Cancel” when you leave the response screen and to “un-checkout” the response. 
If you do not select one of these options the response will remain checked out by you and no one else 
will be able to edit or view that response. A particular response can only be “checked out” by one 
member at a time for viewing or editing. To return to the comments page select “My Comments” from 
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the menu at the left.  The third column on the 
My Comments page provides status for 
Responses in Progress. These are also filters. 
Once a filter category is selected the results 
appears at the bottom of the same webpage. 
Only the chair of the cognizant project 
committee can send responses to comments. 
The chair is responsible for completing the 
Reply Deadline and Approval Method on the 
Response page before sending the response.  
The public review period must be closed and 
the responses must be approved by the project 
committee before that Chair can 
send them. 
 
The Chair of the responsible project 
committee has the ability to assign 
comments to a specific individual on 
the project committee, to a 
subcommittee, or to a working 
group to draft responses. In the filter 
results at the bottom of the My 
Comments page the column titled 
“Resp/SC/WG” will 
show any such 
assignments that have 
been made by the Chair. 
 
To edit a draft response 
click on Details next to 
the applicable comment 
in the filter results on 
the MY Comments page 
and then select “Edit” 
next to the response on 
the Details page. 
 
The commenter is limited to one of three 
replies. See screen shot. In their reply the 
commenter can include additional 
information and attachments to support 
their initial comment and their reply. 
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NOTE: The committee response - commenter reply process can continue as many times as needed. As 
long as the committee approves additional responses to the commenter and the Chair sends those 
responses to the commenter, the commenter will have the ability to reply. When the committee is 
satisfied with the commenter reply the process is complete. The commenter can reply to the 
committee’s response on as long as the committee continues to send responses. 
 
6. To view reports select “Reports” from the menu at the left. Select the review period, committee 
and public review draft from the drop down menus at the top of the page. Standard 147-2002R is used 
in the example below. 

 
There are several reports available. They are as follows: 
 

 Summary Report - This report lists all of the commenters with contact information, 
commenter numbers, comment numbers, and the dates those comments were submitted for 
a particular draft.  Commenter and comment numbers are assigned automatically by the 
online comment database in the order in which they are submitted. Once a commenter has 
submitted one comment they are assigned a commenter number for that particular draft and 
after that their comments are numbered accordingly. 

 Detail Report - This report is a list of all of the comments received for a particular draft. This 
includes commenter contact information, comment, and any substantiating statements made 
by the commenter.  

 List - This report lists all of the commenters by name, commenter number, e-mail address, 
comment number, and what applicable section (table or figure) their comment applied to in 
the public review draft. When submitting a comment the commenter is responsible for 
indicating which section their comment applies to in the draft. 

It should be noted that these are PDF reports that are generated live at that particular time. They will 
include committee responses and commenter replies as they are processed. In the end each report 
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will include all of the comments, responses, and replies for a particular draft. It should also be noted 
that the detailed report DOES NOT include any attachments the commenter may have included with 
his or her comment. Attachments must be download when the Details of a particular comment are 
reviewed in the My Comments page.  

7. Selecting “Online Public Review Drafts” from the menu at the 
left will take you to the main page where any current public 
review drafts are posted for comment (if there are any currently 
posted). 

8.  Selecting “Standards Web Page” from the menu at the left 
will take you to that page. 

9. To sign out of the online comment 
database click on the pull down menu in the 
upper right hand corner of any page and 
select Sign Out. 

 


