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1. Log into myProject with your login credentials. 

 
2. Click #4 of the color wheel in the middle of the page: 

 
 

3. Click on “Manage Invitations and Ballots”: 

 
 

4. Find your Standard, in this case PC5.12.28, and click on “View Ballot Details”. 
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5. Scroll down until you see the 4 tabs (Vote-Comment, Ballot Group, etc.). In the Vote-Comment 

tab: 

a) Select the appropriate ballot stage, 

b) Then click “Export Comments” and select “As Excel”: 

 

6. Save the ZIP file, extract the Excel spreadsheet and save it. 

7. Open the spreadsheet.  

 
8. I find that the supplied formating makes reading the comments hard, so I: 

a) Make a copy of the Comments sheet – select that tab, right-click Move or Copy, 

check the Creat a copy box, rename the new tab if desired 
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b) Freeze the top row so it dooesn’t scroll away, type fre in the search box, select Freeze 

Panes, select Freeze Top Row 

 
c) Format cells: Selct ALL (click on upper left box) 
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d) Select the borders box and then All Borders  

 
e) Selct columns D through K, click on the Data tab, Click on Group, then Group 
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f) Collapse columns D-K – Click on the minus box: 

 
g) Now you have a decent sized work space – the Red headed columns T and U are where 

you will enter your proposed dispositions 

 
h) Sort the comments so they match the flow of the document [NOTE: Previously 

formating your draft with continuous line numbers makes this easy, otherwise you will 

have to correct erroneous page numbers and use a multi-layerd sort] 
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i. Scroll down to the last row and click in the last data cell in column X, then Shift + 

click in cell A1 – this selects all of the data 

 
ii. On the Data tab, select Sort with the headers box selected, then scroll down to 

Line and click on Ok 
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iii. Save the spreadsheet. Comments are now in the best order for finding them in the 

balloted document. 

 
9. Although it is a fair amount of work, putting all of the comments on the balloted PDF 

document greatly simplifies review and discussion of the comments. I use the comment 

functions in Adobe Reader to add the comment numbers and the commenter’s 

suggestion in context:
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10. Convene your Comment Resolution Group (CRG) to discuss and recommend a resolution 

to each comment. Either record the CRG’s decision in the text boxes on the PDF or have 

a volunteer record it in the spreadsheet.  

11. Enter the CRG’s remended action in the comment spreadsheet. Click in the lower right of 

the cell in column T to select the appropriate one of the three allowed entries [ACCEPTED, 

REJECTED, REVISED]. In column U enter the reason for REJECTED OR REVISED resonses. 

ACCEPTED should have no comment in column U.

 
12. Another useful tool is the Filter function. 

  



How to Resolve Ballot Comments 
10/3/2023 

Page 9 of 9 

For example, selecting (blanks) in column T to find any unanswered comments.

 
13. Be cautious about inserting columns and sorting incorrectly.  

14. Columns V, W, and X can be renamed and used for various purpposes.  

15. Comments beyond the scope of the current revision or without sufficient suggested 

change detail can be answered along the lines of: 

   
16. Obtain WG approval for the changes. 

17. Create a new draft and make the agreed to red line changes. 

18. The upload is finicky and you will likely need to copy and paste your T and U data into 

your original download. Sort both tabs by the Comment ID (not the Comment #) select 

all of the data from T2 through the last row in column U, then paste them at cell T2 of 

the original sheet. The data should now upload. 

19. Proceed to initiating a Ballot Re-Circulation 


