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1 Introduction
The ISO 20022 Registration Authority provides a SharePoint environment to host the various ISO 20022 Registration Bodies and allow their members to share documents and organise required consultations.
2 ISO 20022 Workspace communities
The ISO 20022 Workspace hosts the various ‘communities’ required to distribute information and collect opinion of the members of the various ISO 20022 Registration Bodies groups and sub-groups.  RMG, SEG and TSG members must be recorded in the relevant communities of the ISO 20022 Workspace to have access to the folders of documents set up by the RA or the Secretaries of the groups.  This recording of members is performed by the RA upon request of ISO 20022 member entities and/or the leadership team of the relevant ISO 20022 group. 

The ISO 20022 Workspace includes the following communities:
· RMG 

· Payments SEG 

· Securities SEG and Derivatives SubSEG 

· Trade Services SEG  

· FX SEG 

· Cards and related retail financial services SEG 

· TSG 

· CSH
In addition to the official members nominated by the ISO 20022 member entities to the RMG, SEGs and TSG, other representatives can be added to the relevant rosters upon request of the member entities or the leadership of the groups. These other representatives may either be proxy members or observers. 
Proxy members have the same rights as the official members of the community because they act on behalf of the members of their delegation, for example to download the posted information for dissemination within their member entity or to upload the collated comments of their delegation. 

Observers can access the information available to the community, but cannot upload documents. 
For this reason, the member lists in the ISO 20022 Workspace may include many individuals who are not included in the official membership list of the RMG, SEG or TSG as posted on iso20022.org. 
When a document is posted in a ISO 20022 Workspace folder, all the members, proxy members and observers have access to the document. An automatic notification can be sent to the e-mail addresses associated with the members or observers. Such notification service can be activated/deactivated by each member/observer.

The ISO 20022 Workspace should be used for information distribution to assure that all relevant individuals receive the data whether they are actual members or not.
2.1 Membership record content

The ISO 20022 Workspace membership records are maintained by the RA for each ISO 20022 community in a specific membership spreadsheet available to all members, proxy and observers of the community. The following data is maintained: name of registered member entity, delegate last name, first name and gender, role in the registration body (for example, Convenor, Vice Convenor, Secretary, Principal member, 1st alternate member, 2nd alternate member, ex-officio member, proxy, observer), email address and participation in the various sub-groups or Evaluation Teams.  
The RA uses reasonable care and efforts to ensure that the information published in the membership record conforms to the information provided. It is the responsibility of the user to communicate to the RA any change that must be made to their membership record.
2.2 RMG Community  

The RMG community includes the RMG leadership/Secretary, the RMG members, the ex-officio members and the proxy of the members or ex-officio members. It may also include observers. 

The RMG community on SharePoint includes a series of three libraries of folders that are used for consultation purposes.  These folders  shall be used by the RMG members, their proxy members and also the Convenor, Vice Convenor or Secretary of the involved SEGs and CSH to input the collated SEG comments and CSH comments on business justifications, on new membership applications and any other proposals and resolutions submitted to the approval of the RMG.

The RMG consultation libraries are of three categories:

· Library “Business Justifications”. Includes one folder per Business Justification, subdivided in two folders:
· Folder “For comments”: original Business Justification posted by RA, comments posted by RMG members, proxy members and leadership team of relevant SEGs and CSH (one comment document per RMG delegation or leadership team)
· Folder “For approval”: updated Business Justification posted by RA, any objections posted by RMG members and proxy members (one objection document per RMG delegation)
· Library “Membership Applications”. Includes one folder per applicant member entity, subdivided in two folders:
· Folder “For comments”: original application form posted by RA, comments posted by RMG members, proxy members and leadership team of relevant SEG or TSG (one comment document per RMG delegation or leadership team)
· Folder “For approval”:  updated application form posted by RA, any objections posted by RMG members and proxy members (one objection document per RMG delegation)
· Library “Resolutions”. Includes the lists of official resolutions taken by the RMG.
· Library “Decisions”. Includes one folder per item submitted to the RMG for approval.  Each of these folders includes the proposal for decision posted by the RMG leadership/secretary and any objections posted by RMG members and proxy members (one objection document per RMG delegation)
The RMG community on SharePoint also includes the following libraries of folders:

· Library ‘RMG meetings’: includes one folder per RMG meeting: invitation, agenda, linked agenda, minutes posted by RMG Secretary, reports posted by RA/SEG/TSG/Sub-group leadership, information/decision papers posted by members and proxy members

· Library ‘Documents’: any document to be made available to the group by RMG leadership

· Library ‘Dropbox for members’: documents uploaded by members for sharing or to the attention of RMG leadership/Secretary. Such documents can be transferred to another RMG library by the RMG Secretary or RA 
· Specific libraries for RMG sub-groups such as the Rules Sub-group, the Communications Sub-group and the RTPG, including folders of documents relevant to these sub-groups.

2.3 SEG Communities 
A SEG community includes the SEG members, their proxy members and observers. It also includes Evaluation Team members. 

A SEG community includes the following libraries:

· Library “Meetings” where the leadership/Secretary of the SEG can create folders for each meeting or conference call and post meeting related documents
· Library “Evaluations”: one folder per new candidate message set submitted to the evaluation of the SEG/ET with evaluation documentation posted by RA, SEG/ET comments uploaded by members and collated by SEG/ET leadership

· Library ‘Maintenance Cycles’: one folder per yearly (or urgent unscheduled) maintenance cycle including one folder per message set/Evaluation Team. Each of these folders includes the following subfolders: 

· folder “Change Requests (CRs)”: CRs posted by RA for initial screening by the SEG/ET, updated by SEG/ET leadership

· folder “Maintenance Change Requests (MCRs)”: MCRs posted by RA, updated by SEG/ET leadership

· folder “Final documentation”: one zip per message set with evaluation documents (Message Definition Report Part 1, 2 and 3 + Schemas) posted by RA, comments collated by SEG/ET leadership
· Library “Documents”: any official document to be made available to the group by SEG leadership

· Library “Dropbox for members”: documents uploaded by members for sharing or to the attention of the SEG leadership. Such documents can be transferred to another library by the SEG Secretary or RA.
2.4 TSG Community 

The TSG community includes the TSG members, their proxy members, additional technical experts selected by the TSG leadership and observers.

The community includes the following libraries:

· Library “Meetings” where the TSG Secretary can create folders and post meeting related documents
· Library “Items for decision” which includes one folder per item submitted for TSG approval.  Each of these folders includes the proposal for decision/approval posted by the RA (for example, a CR related to the BAH) or the TSG Secretary and any comments/objections posted by TSG members and proxy members.
· Library “Documents”: any document to be made available to the group by TSG leadership

· Library “Dropbox for members’: documents uploaded by members for sharing or to the attention of the TSG leadership. Such documents can be transferred to another folder by TSG Secretary or RA.
2.5 CSH Community
The CSH community includes the standing members of the CSH and their alternates. 
The community includes the following libraries:

· Library “Meetings” where the CSH leadership or the RA can create folders and post meeting related documents
· Library “Items for decision” which includes one folder per item submitted for CSH consideration.  Each of these folders includes the proposal for decision/approval posted by the RA (for example, a Business Justification or a CR related to the BAH) and any comments posted by CSH members or their alternates.
· Library “Documents”: any document to be made available to the group by the CSH leadership

· Library “Dropbox for members’: documents uploaded by CSH members for sharing or to the attention of the CSH leadership. Such documents can be transferred to another folder by the RA.
3 Use of the ISO 20022 Workspace
Members, proxy and observers are invited into a community by the RA or the Secretary of this community. The invitation is sent by e-mail from noreply@swtcollaboration.net  with a text similar to the below:

You have been invited to register for access to the ISO 20022 Payments SEG site. To complete the registration, simply click the link below. 

Register 

WARNINGS: 
· As this e-mail invitation is sent from an e-mail address that is unknown from your company (noreply@swtcollaboration.net), it may be considered as a ‘spam’ and/or end up in your ‘junk e-mails’. 
· Also, upon registration, if you receive the message “The page is not accessible” or something similar, it may be worth checking with your company’s helpdesk if there is no limitation at your company’s level - some institutions are working with a whitelist, and may not allow access to SharePoint sites. “The page is not accessible” is usually an indication of such behaviour. In this case, you may need to negotiate access to the website www.swtcollaboration.net with your IT Security department.  In the meantime, you could use your home PC to get access to the site.
Upon registration in a first ISO 20022 community, the invitee will have to create a password of minimum 6 characters and provide some identification/contact details (see screen shot on next page). 

When invited to participate in a second ISO 20022 community, the invitee doesn’t need to register these details again. He/she can register with his/her already registered user name and password by clicking on the link at the very top of the screen shown below (“Click here to register with an existing account”). There are however two points to take into account:
· please sign out from any of the communities you are already registered in, before clicking on Register for the new community;

· if you receive the message “Let us know why you need access to this site”, simply click on ‘Send request’.
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Upon successful registration, the invitee receives two e-mails from noreply@swtcollaboration.net with the following subjects:
“You have successfully registered for access to the 'PaymentsSEG' site”

followed by

“Your registration to the 'PaymentsSEG' site has been approved”

Access to a community is protected by a two-factor authentication. It requires signing in with 

· the user name, that is, the e-mail address and,

· a specific authorization code that has to be requested at each logon (by clicking on the button “Request code”) and is received by e-mail from noreply@swtcollaboration.net 
· the created password.

Upon registration, the invitee has limited access to the site. Registrants are upgraded by the RA to the status of ‘observers’, ‘members’, ‘proxy’ or ‘secretary’. 

This upgrade is notified by an e-mail from the RA with the following text:
Here's the site that ISO 20022 Registration Authority shared with you.

	Go to Payments SEG


Observers can access the community libraries and folders and open/download documents. 
Depending on the document format and your browser, clicking on a document name may open directly the document or give you the choice to ‘open’ or ‘save’ it.  To download a document, click on the document name and ‘save’ it on your PC or click on the three dots on the right of the document name to open the menu window, then click again on the three dots that appear in the window, and then click on ‘Download a Copy’. 
Members and proxy members can also upload documents (comments) in existing libraries/folders. 
To upload a document in a library or folder, click on the link “+ new document”, select the document to upload on your PC using the ‘browse’ button, and click on ‘OK’. 
Secretaries can also create additional folders in a library and delete documents.  They can move a document from one folder/library to another by downloading the document from its current folder/library, uploading it in the new folder/library and deleting it from the former folder/library. They can also send invitations to new members/observers. 

All users can activate “alerts” to get automatic notifications when something changes in a specific library or folder. 
Each community site includes a menu item “Official Documentation” which gives access to a set of Powerpoint user guides describing the use of the main functions, including the activation of alerts. 
After 90 days, SharePoint automatically prompts users to change their password. 

� The latest version of this document is available at � HYPERLINK "http://www.iso20022.org/documents/general/ISO20022Workspace.doc" ��ISO 20022 Workspace�
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