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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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All Users

This section will cover all of the features that every member of a collaboration area will have 

access to:

- 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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Accessing Your Collaboration Areas 
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1. Email Notification 

2. My ASTM/Membership 

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

Administrative 

Collaboration Areas 

begin with AC#### 

then Title 

Work Item 

Collaboration Areas 

start with the Work 

Item # then Title
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Administrative Collaboration Area vs. 
Work Item Collaboration Area 

*the work item number shows before the Work Item Collaboration Area Title
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Hub Page
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Email Settings

9



© ASTM International 01 February 2023 10

Overview Page
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Drafts
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Polls
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Discussions
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Files
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– Tools

• Administer (group administrators 

only)

• Email Settings (all members) 

– Create new collaboration area 

• Upload draft

• Choose your members 

• Choose your settings 

– Edit existing collaboration 

area 

Technical Contact

– Working within the collaboration area

• Upload drafts 

• Upload files, create folders 

• Email members 

• Start discussion 

• Open a poll 
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Creation of a collaboration area
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1. Hub Page

2. My Committee page, My Tools

3. Creation of a Work Item 
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Creating a Collaboration Area
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Creating a Collaboration Area
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Creating collaboration areas continued:
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Manage Email 

notifications to be sent 

to your members of 

your task group
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Creating a collaboration area continued:

Continue to manage 

Email notifications to be 

sent to your members 

of your task group



© ASTM International 

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 

01 February 2023 25



© ASTM International 

Creating a Poll
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Submit an Item for Ballot
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Edit Work Item
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Expiration Warning
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Questions?
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Thank you for your attention!


