INTERNATIONAL TELECOMMUNICATION UNION

Telecommunication�Standardization Bureau

����	Geneva, 7 April 1999



�Ref:�TSB Circular 182�����Tel:�+41 22 730 5857��Fax:�+41 22 730 5853��E-mail�tsbmail@itu.int 

tsbedh@itu.int���

- To the Administrations of Member States 

  of the Union

- To ITU-T Sector Members;

- To the ITU-T Study Group Chairmen and �  Vice-Chairmen

���Subject:	�Progress on Electronic Document Handling (EDH) facilities���To the Director-General,

Dear Sir,

In response to Resolution 9 (Continued development of Electronic Document Handling) and Resolution 25 (Action plan to encourage Electronic Document Handling) of the World Telecommunication Standardization Conference (Geneva, 1996), I have the pleasure to inform you of the progress in the use and implementation of EDH and the facilities provided by TSB in order to allow an easy and rapid exchange of information and documents among participants in the work of ITU-T and facilitate the standards-making process. 

The implementation of EDH is a continual process, driven by user needs, technological advancements and available resources. The new EDH facilities provided by TSB now have more user-friendly interfaces and include electronic submission of documents over the Web as well as retrieval of files from Study Group informal FTP areas and subscription to e-mail mailing lists. More meeting documents, such as Delayed Contributions, Temporary Documents and Liaison Statements are now posted in the ITU�T Website prior to and during study group meetings. Furthermore, in view of the need for rapid access to standards, recently approved Recommendations are made available on the Web under a new service, “Pre-published ITU-T Recommendations”.

This Circular is intended to provide the ITU-T membership with all the relevant information on EDH and supersedes previous Circulars 4 and 107 on the subject.

The information contained in this Circular covers the following topics :

1.	Summary of information available from the ITU-T Website

2.	Table on electronic access levels to information available on the ITU-T Website

3.	Study Group information and ITU-T activities via the ITU-T Website

4.	ITU-T Publications available on the ITU Website

�

1.	SUMMARY OF THE INFORMATION AVAILABLE ON THE ITU-T 	WEBSITE 

The ITU-T Website is the ITU-T window to the world and thus, is an effective means of disseminating information and promoting the work of the ITU-T. It provides up-to-date information, documents and publications relating to the standardization work of the Sector. The ITU-T Website is managed by the TSB and its address is :

http://www.itu.int/ITU-T

You will find below a list of the information available on the ITU-T Website grouped by area of interest.  A reference table may be found in Section 2 indicating the different levels of access required to view this information.

1.1	General information on ITU-T

Schedule of ITU-T Meetings

List of ITU-T Sector Members

TSB Circulars

Universal International Freephone Number UIFN

Alternative Calling Procedures - Call Back

Year 2000 “Millenium Compliance”

ITU-T TSB Patent Statements Database

List (catalogue) of ITU-T Recommendations in force Database

ITU-T Terms and Definitions Database

Forums/Consortia Evaluated or Accepted for Communication Process

1.2	Study Group information and ITU-T activities

Area of responsibility

Study Group Management Team

List of Rapporteurs

List of Questions

Collective Letters

Contributions

Delayed Contributions

Reports

Liaison Statements

Document templates

Work Programme

Implementor’s Guides (accessible both from the Study Group Homepages and the ITU-T Recommendations pages)

EDH homepage for each study group

World Telecommunication Standardization Conference (WTSC-96)

Telecommunication Standardization Advisory Group (TSAG)

Intersector Coordination Groups (ICGs)��

�1.3	Publications (for sale)

ITU-T Recommendations in force (including Addenda, Corrigenda, Amendments as well as software related to ITU-T Recommendations)

Supplements to ITU-T Recommendations

Pre-published ITU-T Recommendations

Superseded ITU-T Recommendations

ITU Operational Bulletin and Lists annexed

�2.	ELECTRONIC ACCESS TO ITU-T DOCUMENTS

2.1	The ITU-T homepage has hyperlinks to general information on the Sector and different categories of documents which have different levels of access : 

General information : open to the general public

Study Groups, TSAG and WTSC-96 documents : reserved to ITU Member States and ITU-T Sector Members (i.e. requiring a TIES account). All documents which can be accessed only via a TIES account are marked with a black padlock on the ITU Website.

Study Group informal FTP areas (IFA) : reserved to ITU Member States and ITU-T Sector Members (i.e. requiring a TIES account as well as registration to the relevant IFA).

Publications : Electronic versions of ITU-T publications are sold via the ITU Website. ITU�T Recommendations can be purchased individually or with a yearly online subscription to all Recommendations in force. In the case of yearly subscriptions , the subscriber is given an access password. All publications for sale are marked with a red padlock on the ITU Website.

	How to obtain a TIES account

ITU Member States and ITU-T Sector Members are entitled to electronic access to ITU�T study group documents (such as reports and contributions) via the Telecommunications Information Exchange Services (TIES) provided by ITU. A TIES account can be requested at the TIES Helpdesk at : helpdesk@itu.int.

2.3	How to access Study Group informal FTP areas (IFA)

After having obtained a TIES account, ITU Member States and Sector Members may also have access to informal FTP areas and associated e-mail mailing lists available to the study groups for their correspondence work. Requests for access to informal FTP areas and subscriptions to e-mail mailing lists must be made to the TSB Electronic Document Handling (EDH) Service at: tsbedh@itu.int, or directly from the Study Group EDH homepage as described in detail in paragraph 3.5.

�2.4	The following table summarizes the information available on the ITU-T Website by level of access.�

ACCESS�AREA OF INTEREST�SUBJECT�LOCATION��Open to the �General information on �Schedule of ITU-T meetings�ITU-T homepage��general public�ITU-T�List of ITU-T Sector Members�www.itu.int/ITU-T����TSB Circulars�����Universal Freephone Number - UIFN�����Alternative Calling Procedures - Call Back�����Year 2000 “Millenium Compliance”�����List (catalogue) of ITU-T Recommendations Database�����Summaries and table of contents of ITU-T Recommendations�����ITU-T TSB Patent Statements Database�����ITU-T Terms and Definitions Database�����ITU-T Work Progamme Database�����Forums/Consortia Evaluated or Accepted for Communication Process����Study Group �Area of responsibility�Study Group homepage���information and ITU-T �Study Group Management Team�www.itu.int/ITU-T/comXX���activities�List of Rapporteurs�����List of Questions under study�����Work programme�����Document Templates�����Collective letters�����Implementor’s Guides�����EDH homepage for each Study Group���Requiring a �Study Group �Contributions�Study Group homepage��TIES account�information and ITU-T�Delayed contributions�www.itu.int/ITU-T/comXX���activities�Reports�����WTSC-96�����TSAG�����ICGs���Requiring a �Study Group�Liaison statements�Study Group EDH homepage, ��TIES account �information and ITU-T�Temporary documents�informal FTP area��+ registration�activities�E-mail mailing lists�www.itu.int/ITU-T/comXX/edh��to the SG IFA��Informal FTP areas���Paying service �ITU-T Publications for sale�ITU-T Recommendations in force and related software�ITU-T homepage�www.itu.int/ITU-T����Supplements to ITU-T Recommendations��or ITU publications homepage����Pre-published ITU-T Recommendations�www.itu.int/publications����Superseded ITU-T Recommendations�����ITU Operational Bulletin���

�

3.	STUDY GROUP INFORMATION AND ACTIVITIES

	A homepage has been created for each study group allowing for easy access to all relevant information related to that study group. 

3.1.1	The study group homepage contains basic study group information accessible to the general public as follows : 

Area of responsibility

List of Questions under study

Work Programme 

Study Group Management Team and list of Rapporteurs (see paragraph 3.2 )

Circular letters related to the study group 

Document templates 

List of Recommendations under the responsibility of the study group.

3.1.2	Study group documents requiring a TIES account for access are also available from the study group homepage. These include contributions, delayed contributions and reports.

3.1.3	Each study group homepage has a hyperlink to the study group EDH homepage (see paragraph 3.3).

3.1.4	Liaison Statements can be accessed via the study group homepage subject to having a TIES account and being registered with the TSB EDH Service for the study group informal FTP area (see paragraph 3.7).

3.1.5	Temporary Documents are available in the informal FTP area of the relevant study group (see paragraph 3.8).

��Features of the study group homepage and other facilities requiring more detailed explanation, such as access to FTP areas and e-mail mailing lists, are described below.



3.2	Contact information of the Study Group Management Team and List of 	Rapporteurs

On the study group homepage, one may find the contact information, including address, telephone, fax and e-mail of the Management Team and Rapporteurs. This information has been provided in order to facilitate the transmission of liaison statements and other pertinent information between the participants of the study groups. E-mail may be sent to these contacts directly from the Web page.

����3.3	 EDH Homepage

An EDH homepage has been created for each study group in order to give access to the different facilities available to participants. Access to facilities which require a TIES account is indicated with a black lock. ��Hyperlinks to the following items appear on each study group EDH homepage :

Access to the study group informal FTP area (IFA) from the Web��See paragraph  3.5 for more details on access to the IFA.

Structure of the informal FTP area (IFA) and corresponding e-mail mailing lists��This page gives the hierarchical view of the IFA’s subdirectories and the corresponding e�mail mailing lists. The subdirectories have a direct hyperlink to the IFA.

Subscription to the e-mail mailing lists / Request access to the informal FTP area (IFA)��Participants may subscribe to an e-mail mailing list and simultaneously request access to the IFA by filling in the form-based Web page.

Submission of documents to the TSB��See Annex A for more details on how to submit documents electronically, including instructions on how to use the new submission method via the Web.

EDH Frequently Asked Questions (FAQ)��An FAQ page is accessible to provide information to some of the most common questions and/or problems encountered by users such as the e-mail address for submitting documents, access restrictions to documents and publications, how to access the IFA, how to request a TIES account, etc.

Management of TIES accounts��TIES registered users can change their passwords, contact information (except Company Name/Organization) and check their TIES e-mail.

�3.4	Informal FTP areas (IFA) and mailing lists

The ‘informal FTP area’ (IFA) is structured according to the needs of the study group with first-level and second-level subdirectories. To distribute a document, the submitter puts the document in the relevant subdirectory using FTP (file transfer protocol). These first and second-level subdirectories have corresponding e-mail mailing lists.

The IFA and e-mail mailing lists may be used independently to exchange documents or to initiate discussions with other participants. They may also be used to complement each other. For example, a document may be put in the IFA. The submitter then sends a message to the �associated e-mail mailing list address. The mailing list server automatically ‘broadcasts’ the message to all the other members who have subscribed to that specific e-mail mailing list, informing them of the presence and nature of the document in the subdirectory. The other members can then access the document using FTP and can exchange comments by sending e�mail messages to the associated e-mail mailing list address.

�3.5	Access to the informal FTP area (IFA)

Access to an ITU-T Study Group IFA  :�

is reserved to ITU Member States and ITU-T Sector Members

requires being a TIES registered user

requires having registered with the TSB EDH Service to an IFA



ITU Member States and Sector Members may request a TIES account from the TIES helpdesk by sending an e-mail to helpdesk@itu.int.

To register to an IFA with the TSB EDH Service, click on the EDH homepage of the study group and then select the option “Subscribe to the e-mail mailing list/Request access to the informal FTP area” or send a message to tsbedh@itu.int with the following information:

Full name

Member State/Sector Member (name and address)

E-mail address

TIES username

Mailing lists to subscribe to





To connect to the informal FTP area:

use your own FTP client: e.g. WS_FTP, Absolute FTP, Bulletproof FTP, Cute FTP, etc (this kind of software can be downloaded freely from the Internet). One can download and upload files from the IFA.

or,  use a Web browser and access the study group’s EDH homepage. Select the option “Access the informal FTP area”. Users will be prompted for their TIES username and password. One can only download existing files from the IFA.

The index of the subdirectory will appear along with the appropriate headings such as filename, modification date, file size and description of the file. One may change the sort order from ascending to descending order by simply clicking on the heading (Name, Last Modified, Size, Description).

or,  since the directory structure of the IFA of the Study groups is also in the EDH homepage under the option “Structure of the informal FTP area and corresponding e-mail mailing lists”, and since the subdirectories listed in the structure have a hyperlink to the FTP, use the hyperlink to ‘jump’ to the IFA from the Web.

Access to one study group’s IFA automatically gives READ access to all other study group IFAs.

�3.6	E-mail mailing lists

Subscriptions to the study group e-mail mailing list may be made from the study group EDH homepage under the option “Subscribe to the e-mail mailing lists/Request access to the informal FTP area”.

Please note that the TSB EDH Service itself does not confirm the subscriptions to the e-mail mailing lists. Members who send requests for subscriptions will receive confirmation of their subscription in a welcome message sent by the ITU Mail Server (one message for each e-mail mailing list they subscribe to).

In case of change in the subscription information, and especially in case of change in the e�mail address, modifications should be communicated to TSB-EDH (tsbedh@itu.int) in order to avoid the non-delivery of messages and/or problems of accessing the informal FTP area.

�3.7	Liaison Statements

Liaison Statements are available in the informal FTP area (IFA). In order to retrieve these documents from the Web, a hyperlink from the study group homepage has been created to the Liaison Statements incoming and outgoing subdirectories in the informal FTP area. 

Click on either INCOMING or OUTGOING to go to the Liaison Statements incoming or outgoing subdirectory in the informal FTP area. ��Access to Liaison Statements requires TIES registration and registration to the study group IFA.��For reasons of security, only the TSB has write access to this ‘ls’-area.

�3.8	Temporary Documents in the informal FTP area (IFA)

Temporary Documents are available in the informal FTP area in the subdirectory ‘td’. The files will be available prior to and during a study group meeting and will remain there until after the following study group meeting. The index of Temporary Documents is available in ASCII format in the file list.txt. ��Access to Temporary Documents requires TIES registration and registration to the study group IFA.

For reasons of security, only the TSB has write access to this ‘td’-area.

��

�3.9	Electronic document submission

Participants are encouraged to submit their documents electronically since it will allow the TSB to make them available online (Web or FTP) to other participants prior to and during the meeting. Annex A  provides detailed guidance for the electronic submission of documents and information on the various submission methods currently available. 



3.10	Document Templates

In order to facilitate document processing in the ITU, it is recommended that documents be prepared using the standardized document templates. The templates of the following document types are available in Word 6.0/95 format from the study group homepage :

Contributions

Delayed Contributions

Reports

Temporary Documents

Liaison Statements

A description of the template is also available in ASCII format. The description contains the page layout information such as font types, font sizes, paper size, margins, headers, footers, etc.



4.	ITU-T PUBLICATIONS AVAILABLE ON THE ITU WEB

Some ITU-T publications (not to be confused with study group documents) have been made available for purchase on the Web through the different online services. Publications for sale on the ITU Website are marked with a red padlock which indicates “paying service”.��ITU-T publications can be purchased electronically either by locating the Recommendation directly on the ITU-T Website or by visiting the ITU Publications homepage at http://www.itu.int/publications where all the sales services are available (eg. Electronic Bookshop, online subscriptions etc.).

A description of ITU-T publications available through the ITU Website is given below :



4.1	ITU-T Recommendations On-line

A yearly subscription service, “ITU-T Recommendations Online” was implemented in July 1995 and offers to its subscribers online access  to the electronic versions of all ITU�T Recommendations, their Supplements and ITU-T software related to the Recommendations. 

4.2	ITU- T Recommendations in force - Electronic Bookshop

A separate online service, the Electronic Bookshop, enables users to purchase individual ITU�T Recommendations, Addenda, Corrigenda, Amendments and Supplements to Recommendations by downloading them from the ITU Website or by e�mail. Implementor’s Guides relative to ITU-T Recommendations are provided free of charge and are available from the “ITU-T Recommendations in force” page or from the relevant study group homepage.

4.3	Pre-published ITU-T Recommendations

Increasing demand for immediate access to newly approved Recommendations paved the way for posting Pre-Published ITU-T Recommendations on the ITU Website. Certain pre-published Recommendations which have been designated by a study group as urgent are now made available in one working language without final editing, within four weeks after approval of the Recommendation. These are offered to subscribers of the ITU-T Recommendations Online as well as through the Electronic Bookshop.

4.4	ITU-T Superseded Recommendations

ITU-T superseded Recommendations are also available in Acrobat PDF file format to ITU�T Recommendations Online subscribers.

4.5	ITU Operational Bulletin and Lists Annexed to the Operational Bulletin

The ITU Operational Bulletin is a fortnightly publication which contains administrative and operational information exchanged between administrations and recognized operating agencies (ROAs) and other service providers, entities and organizations, in respect to international telecommunication services. ��Various lists containing codes, numbers or indicators allocated to countries and operators to meet the operational needs of international telecommunication services are annexed to the Operational Bulletin. Among these are the: List of Data Country Codes, List of Telephone Country Codes, List of Mobile Country Codes or Geographical Area Codes, List of Signalling Area/Network codes (SANC), List of International Carrier Codes.

A yearly subscription to the ITU Operational Bulletin is available as well as the possibility of purchasing single issues via the Electronic Bookshop.

�EDH is a continually evolving domain and the facilities provided by the TSB to participants in the work of ITU-T are constantly being reviewed and developed within the framework of user needs, technological developments and budget constraints. The TSB remains at your disposal for any further query regarding the EDH infrastructure that has been put into place in order to facilitate the standardization work of the ITU-T membership.

Yours faithfully,�

H. Zhao�Director of the Telecommunication�Standardization Bureau

�Annex

�ANNEX A�(to TSB Circular 182)

Guide on electronic submission of documents

A.1.	Electronic document submission methods

A.1.1	Submission over the Web

Submission of documents over the Web is being tested on a trial basis for some Study Groups. During this trial period, the possibility of using this method of submission for a given meeting is announced in the relevant Collective-Letter convening the meeting.

Participants may submit documents to the TSB using a new, user-friendly interface utilizing a form-based Web page. Submitters are requested to fill in the information to facilitate the processing of the document. It is recommended that documents for submission be prepared using the standard ITU document templates. These templates may be downloaded from the submission Web page. Guidelines and helpful hints on the document submission are also available online.

This method of document submission is accessible from the Study Groups’ EDH homepage by selecting the option “Submit a document to the TSB”. 

With this new method, the Document Submission Form (see paragraph A.1.5)  is not required as the information can be entered directly on the submission Web page. 

�A.1.1.1	Procedures

Before filling in the information required, there are some reminders for the submitter to facilitate the processing of documents, such as:

Has the submitter used the standard ITU document templates? The submitter may download the templates and format the documents accordingly.

Is the document formatted to A4 paper size? It is recommended to use A4 paper size to avoid repaginations.

Has the submitter ensured that Bookmarks or References in the documents have been defined ?�

The submitter must then create in a form , known as the “Envelope” and execute a submission procedure. The envelope contains information about the document and also the contact and sender information. The envelope should be created in as follows :�

Fill in the envelope with the document attributes and contact information (see Appendix 1 for an example). A red asterisk indicates that input to the field is mandatory.

After the Envelope has been completed, click on the “Create Envelope” button. If necessary, click on the “Reset” to erase the information on the form.

�Click on “Choose a File to Upload”. 

Select the “File Format” or word-processing software from the drop-down list.

Click on the “Browse” button to search for the file on your computer or type the filename including the full path.

In the Content box, if you have selected the “ZIP” or “Other” file format, enter the specific file format contained in the ZIP file or what other file format will be uploaded.

Click on the “Submit File” button to start the upload.



Upon successful submission of the file, there are three options to choose from:

File Upload button: to upload another file using the same Envelope information. Select this option when the document you are submitting has been split into several files or if you are sending the same document but in a different file format. For example, a submitter may send the same document in three different file formats: Word for Windows 95, RTF and PDF.

Report button: to end submission and view or download the submission report. The Submission Activity Report contains the Acknowledgement Number, Envelope Information and Uploaded File Information and is available in ASCII or text format. It is recommended that submitters save this report as a submission acknowledgement from the system.

New submission button: to submit a new document with a different Envelope. Upon clicking this button, the Envelope will appear. Most of the information from the previous Envelope will be carried over except for the information on title and revision marks.

A message will automatically be sent to the TSB-EDH (tsbedh@itu.int) informing them of the submission.



A.1.2	Submission by FTP

FTP is an efficient transmission method for submission of documents as it is faster and more reliable for transmission of large files. In addition, no file encoding is required, which simplifies the process for both the submitter and the TSB. 

Special FTP "drop box areas" have been set up on the ITU FTP server to receive documents for ITU�T Study Groups and other groups (TSAG, ICGs). Documents should be put in the relevant "drop box area". The FTP "drop box areas" were set up as follows:



Study Group/TSAG�FTP "drop box area"��2�/u/itu-t/edh/sg2��3�/u/itu-t/edh/sg3��4�/u/itu-t/edh/sg4��5�/u/itu-t/edh/sg5��6�/u/itu-t/edh/sg6��7�/u/itu-t/edh/sg7���

�8�/u/itu-t/edh/sg8��9�/u/itu-t/edh/sg9��10�/u/itu-t/edh/sg10��11�/u/itu-t/edh/sg11��12�/u/itu-t/edh/sg12��13�/u/itu-t/edh/sg13��15�/u/itu-t/edh/sg15��16�/u/itu-t/edh/sg16��TSAG�/u/itu-t/edh/tsag��

A.1.2.1	Procedures

Submitters may use their own FTP client (e.g. WS_FTP, Absolute FTP, Bulletproof FTP, Cute FTP, etc. which may be downloaded from the Internet) to put the file on the FTP drop box. Access to the ITU-FTP server requires TIES registration.

To connect to the ITU-FTP server, type the address ftp.itu.int.

When a document is sent to the FTP "drop box", a completed Document Submission Form (see paragraph A.1.5) containing Envelope information must be sent by e-mail to the TSB EDH Service to tsbedh@itu.int. 



A.1.3	Submission by e-mail or diskette

The following address should be used for documents submitted by e-mail or diskette:

Telecommunication Standardization Bureau	Internet address: tsbedh@itu.int

TSB EDH Service	X.400: S=tsbedh; A=400net; P=itu; C=ch

ITU	Tel.:	+41 22 730 5857/5859

Place des Nations	Fax:	+41 22 730 5853

1211 Geneva 20	

Switzerland



Submissions sent by e-mail should include the Envelope Information (see paragraph A.1.4) or the Document Submission Form (see paragraph A.1.5) as an attachment whereas submissions by diskette should include a hard copy of the Document Submission Form.



A.1.4	Envelope Information

Whichever electronic submission method is used (over the network or on diskette), the submitted document must be accompanied by the following additional information to allow it to be processed effectively by the TSB.

Sender: 	Full name, administration/organization, position, telephone number, e�mail address of the sender

Contact:	Full name, position, telephone number, e-mail address of the author (if different from the sender)

SG/WP/...:	Indicate which Study Group/Working Party or other Group is to receive the document

Meeting date:	If the document is submitted for a particular meeting, the meeting date should be indicated

Question(s):	Indicate the relevant Questions

Source:	Indicate Source of the Document

Document title:	Indicate the title of the document

Filename(s):	Indicate the name(s) of the file(s) included in the submission and the size in bytes

File Format:	Indicate the word processor and version used in preparing the document, �(e.g. Word for Windows 95, RTF)

Revision Marks:	Indicate whether the document contains revision marks

Comments:	Provide any relevant information/special instructions to help processing the file



A.1.5	Document Submission Form

A Document Submission Form in Word for Windows 95 with the Envelope information may be retrieved from the study groups’ homepage under the option ‘Document Templates’. A sample Document Submission Form may be found in Appendix 2.�

A.1.6	Acknowledgement of receipt

The TSB-EDH sends a receipt notification to the sender as soon as the document has been received. The sender will also be contacted if there are any problems encountered while processing the document.



A.1.7	Word-processing standards

ITU currently uses Word for Windows 95 as its standard word processing package. Although conversion filters are used by the TSB, such filters may not provide an exact conversion of the layout, graphics or equations of the document submitted. Therefore, submitters using Word for Windows 97 or other formats are advised to follow the tips mentioned in paragraph A.1.10 in order to reduce the problems of conversion.

In this regard, the TSB currently recommends that documents be submitted in Word for Windows 95 or in Rich Text Format.�

A.1.8	Graphic standards

ITU uses Designer 7.0 (.drw) as the standard graphic software. However, standard graphics format as those mentioned below may be integrated in a Word for Windows document and still retain their quality.

Windows Metafile	(.wmf)

Windows Bitmaps	(.bmp)

Tag Image Format	(.tif)

Graphics Image Format	(.gif)

JPEG				(.jpg)�

�

A.1.9	Document Templates

To facilitate electronic document processing in the ITU, standard ITU document templates in Word for Windows 95 format have been posted on the ITU-T study group homepages, and it is recommended that documents be prepared in accordance with these templates. An ASCII file provides the description and page layout of the templates.

A.1.10	Guidelines/Helpful Hints

Standard fonts, such as Arial and Times New Roman, should preferably be used, especially for authors using non-Latin versions of the word processor.

If the version of the word processor used is non-Latin (e.g., Japanese), conversion of the document to RTF (Rich Text Format) before sending is mandatory.

ITU currently uses Word for Windows 95, version 7.0 a, as its standard word processing package. Although the use of Word for Windows 95 is recommended, documents submitted in Word for Windows 97 or other formats can be accepted subject to taking certain precautions which will reduce conversion problems. When submitting a document in Word for Windows 97 or other formats, submitters are requested to also provide a paper version or a PDF or postscript file, so that TSB can know exactly what the submitter’s file was supposed to show and then take the necessary steps to assure that the resultant Word for Windows 95 file is correct after conversion.

When submitting a document in Word for Windows 97 which contains figures, it is highly recommended that the figures be created using a graphic software and inserted into the document rather than creating the figure using the default Picture Editor in Word. Drawings made using Picture Editor do not convert properly in Word for Windows 95 and in some cases, the figures do not appear at all.

When submitting a document in Word for Windows 97, do not use hyperlinks to e-mail addresses and Web addresses (i.e. http://www.itu.int) as this is not a recognized command in Word for Windows 95. 

In cases where the author has used the Picture Editor, the author must ensure that all the elements or “objects” in the figure are grouped to avoid objects being re-aligned when the margins or paper size are modified.

While it is possible to print documents in Adobe Acrobat PDF and Postscript, it is recommended that the documents be sent in the original word processor they were created in so that they may be edited or revised if necessary.

�Appendix 1�(to Annex A)

Sample Envelope Information Form for Document Submission over the Web

�

�

�

�

�



�Appendix 2�(to Annex A)

Sample Submission by E-mail or FTP using the Electronic Document Submission Form



ELECTRONIC DOCUMENT SUBMISSION FORM

Please mark the appropriate box with an "x":�

Submission Method:�Email:	� FORMCHECKBOX ���FTP:	� FORMCHECKBOX ���Diskette:	� FORMCHECKBOX ����Address:�tsbedh@itu.int�ftp.itu.int (/u/itu-t/edh/sg…)�TSB-EDH Service�International Telecommunication Union�Place des Nations�CH-1211 Geneva 20, Switzerland��ENVELOPE FORM

Sender:�� FORMTEXT ��–––––���Organization:�� FORMTEXT ��–––––���Tel. No:�� FORMTEXT ��–––––���E-mail:�� FORMTEXT ��–––––���
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