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How to log on? 
 

Open our homepage www.cenelec.eu (or directly via http://collaboration.cenelec.eu) and click on the 
Collaboration Tool icon. 

 
 
 
 
 
 
 
 
 

Enter your username and password. The list of your databases will be visible after login. 
 
How to access a database? 
 
Click on the database you wish to enter. 

 
 
Click once again on the name of the database on the left side of your screen. 
 

 Click on the column 
header to sort the 
documents 

 
The list of documents will appear now. 
 
 
 
 

 

http://www.cenelec.eu/
http://collaboration.cenelec.org/


How to download documents? 
 
1st option: single download 
 

 

Click on the subject 

 
Click on the file name. 
 

 
 
The system will now ask you to either open or save the document. 

 
 
2nd option: multiple download 
 
Select one or more documents first, and click on the “Download”-button. Now select “Download”. 
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How to upload documents? 
 

Click on “New Upload Document”. Click on the icon to select the icon and select the file you wish to upload. 
 

 
Enter the mandatory document details: subject, reference code, deadline and attach your document. 
 

 
 
First, browse for your file(s), and do not forget to add the file to the list by clicking “Add to List”.  
 
Click on “Save and Publish” to upload your document(s). 

 
 
How to save a draft? 
 
Create your document as explained above, but click on “Save as draft”.  

 
 
The upload will be listed in the list of documents, including a remark “In progress by”.  
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The upload is only visible for the author of the draft. The other members of the group will not see your 
upload. To resume editing, click “Edit”. To publish your draft so others can see it, click “Save and publish”. 
 

 
 
Forms and Templates 
 
Via “Information, Guides and Templates”  “Templates” you can find the list of CENELEC Forms and 
Templates. 
 

 
 
Calendar 
 

 
 
Click on “New Upload Document” to add a new calendar entry.  
 
All calendar entries entered for your Technical Body will be shown in your weekly newsletter, if you are 
subscribed for the Newsletter for this Technical Body (see further). 
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Weekly Newsletter 
 

Click on the “What’s New” option as shown below to see the list of recent upload for your committee. 

 
 
An overview of all recent weekly newsletters can be found via “Information, Guides and Templates”, when 
clicking on “Weekly Newsletter”. 
 

 
 
Newsletter & Calendar - How to modify your preferences? 

 
To receive a weekly notification about uploaded documents, you need to activate the weekly newsletter. 
Click on your username in the upper right corner first. Now click on “Edit” and change your personal 
preferences. 
 

 

2. Click on Edit 

1. Click on your name 

3. Change your preferences 
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Select YES to be informed about new calendar events 
related to a specific technical body. 

Select YES to receive the weekly newsletter. 
You have to select this option database by database 

The other options should remain the same.  

 
How to send an e-mail? 

 
The envelope icon has been replaced by the button “Notify”.  
 

 

1. Click on “Notify”.

2. Click on To/CC/BCC to select the 
person(s) or group you want to notify. 

 
Functionalities for Working Groups only 
 
Since April 2010, all CENELEC Working Groups have, similar to IEC, a discussion forum and the ability of 
creating folders.   
 

1. Discussion Forum  
 

On the Discussion Forum, members of the WG can create new discussion topics (“New Post”) and respond 
to other messages (“New Response”). Users can attach documents to the message if necessary. 
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2. Creation of folders in "All documents" 
 

For all WG’s, users with write access have the possibility to create new folders and subfolders to organize 
the documents for the WG, like shown in the example below. Only the person who created the folder and the 
related documents can rename or delete it. 

 
 

3. Move your documents to the created folders 
 

To move the existing documents into the created folder, simply select your documents and via “More 
Actions” click on “Move”. 

 
 
From the list, select the location of the document(s). 
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