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open-dc.gov

Step 1): Go online and Log on to the following URL: Open-DC.gov/user

£ User account | Open DC X

< 2 0 @

B hitps//ww.open-de.gov/user

= OPENDC

Search

Step 2: Enter your Username and Password in the Log In section (as seen below):

« - 0 @ B httpsy//www.open-dc.gov/user % =
S OPEN DC Search

HOME OFFICE OF OPEN GOVERNMENT OPEN MEETINGS ACT BOARDS & COMMISSIONS v FORMS AND SERVICES FREEDOM OF INFORMATION ACT

DOCUMENTS NEWS UPCOMING MEETINGS DIRECTOR OF OPEN GOVERNMENT BOARD OF ETHICS AND GOVERNMENT ACCOUNTABILITY (BEGA)

NOTICE OF FINAL RULEMAKING BEGA DC.GOV

Home | User account

User account
g €

Login Request new password
Username *
TiffanyMontgomery
&
Password *

I Log in using OpeniD - i ’
Forgot password?

OPENDC 2019© Privacy and Security | Terms and Sonditions of Use Report website problems to: Drupal development webmaster

Trouble Logging In?

Home | User account | User account

If you don’t remember your password, activate

User account
Login _ Requestnow password the “Request new password” tab on the right-
Username ore.mil address hand side of the “Log in” section. If you do not
your email address ®

know your username, or would like assistance
with your password, please contact BEGA’s
Computer Systems Analyst, Tiffany Montgomery
via email: Tiffany.Montgomery@dc.gov

You will receive an email notificafion with more insfructions to create a new password.

Lost Password?

Go to https://www.open-dc.gov/user/password to reset your password.
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Step 3: Add Content

A) After logging into your account, please select the “Content” tab on the top left-hand side of the
screen.

B) Hover your mouse on the “Content” tab once selected to select the “Add content” option.

[/ <« | = openDC X |+ v

& - O n @ Not secure \

: Dashboard = Content  Structure ~earance People Mo

Add content

C) When prompted to select from the “Add content” menu, select “Create NEW MEETING”

B/ <& | = openDC X | 4+ v

< - ) A (© Mot secure Www

: Dashboard Content Structure  Appearance People  Modules

Add content 2 Basic page
Comments 2l Boards and Commissions

. Meetin
Files Eetng

Bounce Conwvert

Migrate Campaign

Webforms Complaint Form

Content Shder
Create New Meeting
Create NEW MEETING

Documents

Once steps A, B, and C in Step 3 are undertaken, you will be automatically directed to the Create
Meetings webform.

m [ | = Create Meetings | Open X ‘ —+ v

< - O w @ Notsecure www.open-de.gov,

Wl Doshboard  Content  Structure  Appearance  People  Modules  Configuration  Content Slider  Reports  Help

Create Meetings ®

Home » Boards & Commissions

Public Body
~None - v

Title *
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Step 4) Type your public body’s name in the textbox, even if selected in the drop-down menu.

Select your public body from the drop down menu, OR type the name of your public body in the
text box immediately below the dropdown menu.

It is recommended that you enter the full name of your public body in the text box due to
continuous changes being made to agency names (hence the website).

B & | == Create Meetings |Open X | 4+

& O @ D Not secure www.open-degov,

Modules  Configuration

Create Meetings

Wome » Boards & Commissions
Public Body

Viashington Metropoltan Area Transit Authority Baard of Directors (WMATA)
Juveniie Abscondence Review Commitiee
Distict of Columbia Taxicab Commission (DCTC)
Chesapeake Bay Program Cltizens Advisary Comminee
Chesapeake Bay Program Local Government Advisory Committee
Chesapeake Bay Sclentic & Technical Advisery Commitiee
District of Columbia Housing Preservation Stike Forca
Housing Production Trust Fund Board (HPTF)
Mayor's Council on Physical Fitness. Health, and Nutrition (MCFFHN)
Statewide Health Coordinaling Councl (SHCT)
Higher Education Licensure Commission (ELC)
Commission on the Ants and Humanlties
Board of Professional Enginesring
Pubkc Service Commission (PSC)
ing and Criminal Code
Urban Forestry Advisory Comminee
Juvenie Justica Advisory Group (AG)
Real Property Tax Appeals Commission (RPTAC)
Commissian on Judicial Disabilfies and Tenure
Pubkc Space Committes
Commissian on Re-Entry and Retuming Ciiizen Afiairs
Mayor's Advisory Commission an Cariblean Community Affairs (MACCGA)
State Rehabiitation Council (SRC)
Distret of Columbia Commemorative Works Commiiee
Emergency Medical Services Advisary Committes (EMSAC)
Health Information Exchange Policy Board (HIE)
Board of Zoning Adjustment (BZA)
Commission on Fashion Arts and Events
Domestic Violence Fatality Review Board

<] | = Create Meetings | Open X | |+

O ) @ Mot secure

open-dc.gov.

: Dashboard Content Structure Appearance People  Modulk Configuration  Content Slider Reports

Help

Create Meetings

Home » Boards & Commissions

Public Body
- None -

Title *

<51 | = Create Meetings |Open X | +

<~ = O n @ Not secure www.open-dec.gov.

: Dashboard Content Structure Appearance Modules Content Slider

People Configuration Reports Help

Create Meetings

Home » Boards & Commissions

Public Body
- Non

_

It is important to type the public body name here
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Step 5) Input the correct date and time of your public body’s intended meeting/hearing date and

time.

You also have the option of identifying the end time of the intended meeting.

You may deselect the “End Date” option for simplicity.

DATES

Show End Date

Month Day  Year Hour Minute
Jan | 16 ~ | 2020 v~ |8 | 00

o

Month Day  Year Hour Minute
Jan ~ | 16 ~ | 2020 v~ |8 | 00

Step 6) Input the address information of the intended the meeting/hearing for the specified date
and time in Step 5.

Location name

Street Address

The “Location name” is best used to describe a distinct building or location name. For example:

Location name

One Judiciary Square

Street Address

441 4th Street, NW, 540 S Washington, DC 20001
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Step 6) Describing the intent of the hearing/meeting.
This section must be used to provide sufficient information that describes what the meeting/hearing will be
about. You may indicate whether the hearing is open in its entirety, or whether parts thereof will be held in

executive (closed) session.

Description

[& Source B @ @ %« Qi B moemBE=606®

B I UGS % » L|i=:= £ u|El= = sl ==
-|| A BO-|| 5 &)

Normal  ~ || Font

body p

Switch to plain text editor
v

Text format Full HTML
Web page addresses and e-mail addresses turn into links automatically.

: Lines and paragraphs break automatically.
You may copy and paste textual content from a word application document or PDF file if you have an agenda

available for this particular hearing/meeting date.
Please ensure that the “Text format” is on Full HTML rather than plain text. This will allow you better

formatting options, such as font style, size, indentation, etc.

Feel free to post information about your agency and provide a link to your agency’s website in this section.
Use the “Link” button to designate the URL address of your selected text or image icon. This is an advanced

option which is neither mandatory nor recommended if you are not familiar with editing hyperlinks.
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Step 7) Adding a downloadable and printer-friendly agenda (OPTIONAL)

It is recommended that you add a PDF or Word document to your hearing/meeting notice on the Central
Meeting Calendar. This will allow your audience to download, share, and print the information.

Click the BROWSE button as seen on the left and your

— computer will automatically be prompted to select a file for
File ; . upload from your computer. Be sure to search for and select
e musoe 5 mﬁu:m” R to correct for to accompany your notice. If you do not see

. the Open prompt on your computer screen after hitting the

s Browse button, minimize your web browser to see the Open
Add another item prompt screen.
open x
# Quick access .

= Desktop

3 Downloads

Documents
00G-seal png 00GSeal-V2-Fla
w Pictures

bega.degov
i Desktop

Mayor's Orders

File name: | 0OG-seal.png All files (%)

Be sure to add a title to the material that you select for upload to the Central Meeting Calendar notice. The
title must be succinct and should accurately describe what the document entails. It is recommended that you
use simple and organized language for the title, and use date (such as a month and year) if possible. This will
differentiate the file from others when your users download the material from the website onto their devices.

Step 7) Adding a link resource in the Resource Section (OPTIONAL)
It is helpful to allow users to be able to link to your agency’s main website from the notice on Open-DC.gov:

Title
BEGA bega dc gov.
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Please avoid the Agency Name or Office Name options following the Resources Section unless you have
made prior arrangements with our office. To learn more about this feature, please contact Tiffany

Montgomery: Tiffany.Montgomery@dc.gov

Step 8) Adding a Revision logs on the Notice (OPTIONAL)

You may add revision logs or notes for your notices. This will allow you to keep track of changes made and will
keep a record of authors who made additions/modifications to the notice.

Menu settings

Not in menu Create new revision

URL path settings Revision log message

AT C T This is the second version of this notice. Tiffany Montgomery made the revision on December 16, 2019 in order to add an agenda|

Revision information
New revision

Comment settings

Closed Provide an explanation of the changes you are making. This will help other authors understand your motivations.

Authoring information
By TiffanyMontgomery

Publishing options
Published

Save

Step 9) Hit the Save button on the bottom left-hand side of the screen to save your inputs.

After you have reviewed the information and are satisfied with your additions, hit the “Save” button. It is
located under the Publishing options.

Save

Step 10) Hit the Save button on the second page to which you are prompted after completing Step 9

B 4 |= Itis important to type t| X ‘ + v - a x

< O &

www.open-de.gov ting * = L =

Add a field
wvoutbox || G Temela
(Fied o will be dispayed on s new page) T
(2 Mumer ® nadios
[@ cneckbones || BB setect et

8 cna [ Dase

= Tme 2 e

Higgen <> Markup

C1 Fiekdast 14 Page bresk.

Save Cancel
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The following steps are for verification purposes.
Step 11) Select the “home” icon after you have hit the SAVE button.

Do NOT hit the back button, or left-directing arrow.

i—ﬁ‘ﬁ@penDC X

O (n (0 Nots

Step 12) Under the BOARDS & COMMISSIONS tab in the middle of the screen, drop-down to select
“MEETINGS”

This option is highlighted in blue.

+ ~
secure https://www.open-dc.gov/

Configuration  Content Slider  Reports  Help

=== OPEN DC Search

HOME OFFICE OF OPEN GOVERNMENT OPEN MEETINGS ACT BOARDS & COMMISSIONS ~  FORMS AND SERVICES FREEDOM OF INFORMATION ACT

DOCUMENTS NEWS UPCOMING MEETINGS DIRECTOR OF O MEETINGS ) GOVERNMENT ACCOUNTABILITY (BEGA)

NOTICE OF FINAL RULEMAKING BEGA.DC.GOV CREATE MEETING

BEGA Monthly Meeting Freedom of Information Act Keep in touch
htip:#bega.dc.gov L ast BEGA Meeting: Thursday,
December 5, 2019 at 10-00 AM Email =

Itis the public policy of the District of Columbia that all

Step 13) Search for your entry.

On the bottom of the Upcoming Meetings page, there are numbers that identify pages that encompass the list
of upcoming public body meetings saved by other users on our website.

« first < previous 1 2 3 4 5 [ 7 8 9 . next s last »
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Please note that meetings are published by the closest date from the date you are searching to the date that
you saved your public body’s specific hearing/meeting date/time as instructed in Steps one through 12.

In the example shown in this document, the intended hearing date is January 16", 2020, which is exactly one
month from the date of the creation of this document. Since other public bodies have saved their intended
meetings/hearings prior to this date, the example meeting was found on page 3 of the Upcoming Meetings
webpage on Open-DC.gov

B & = Upcoming PublicBody X | 4 W - o x

— O @ a www.open-de.gov. Y x L @

Hello TiffanyMontgomery  Log out

Search Start date End date

[e: [Month /]

Itis important to type the public body name here
Public Body:

Dates: Thursday, January 16, 2020 - 08:00 to 10.00

Location: One Judiciary Square

: Construction Codes Coordinating Board-January 16, 2020 Regular Meeting
Public Body: Construction Codes Coordinating Boar
Dates: Thursday, January 16, 2020 - 10:30 to 12:30
Location: Department of Fire and Emergency Medical Services

PUBLIC CHARTER SCHOOL CREDIT ENHANCEMENT COMMITTEE MEETING
Public Body: Public Charter School Credit Enhancement Commitiee
Dates: Thursday, January 16, 2020 - 12:30 1o 14.00

‘ Location: OSSE

Department of Forensic Sciences Science Advisory Board Meeting
Public Body: Science Advisory Board

Dates: Friday, January 17, 2020 - 09.00

Location: Consolidated Forensic Laboratory

Commission on Aging

Public Body: Commission on Aging

Dates: Wednesday, January 22, 2020 - 10:00 to 12:00
Location: DC Department of Aging and Community Living

Public Space Committee Meeting
Public Body: Public Space Commitiee

Dates: Thursday, January 23, 2020 - 09.00
Location: 1100 4th Street, SW

You can also use the SEARCH engine

|
B & | = Upcoming PublicBody' X | 4+ - a X

- O & 8 wwiw.open-de.gov * = L @

- OPENDC )

HOME ~ OFFICE OF OPEN GOVERNMENT = OPENMEETINGSACT ~ BOARDS & COMMISSIONS - FORMS AND SERVICES ~ FREEDOM OF INFORMATION ACT
DOCUMENTS ~ NEWS | UPCOMINGMEETINGS = DIRECTOR OF OPEN GOVERNMENT  BOARD OF ETHICS AND GOVERNMENT ACCOUNTABILITY (BEGA)

NOTICE OF FINAL RULEMAKING  BEGA DC.GOV

Home  Up

: . : i
Upcoming Public Body Meetings
Jpcoming Mostiogs Past Meatings  Admin Past Motings
Search Start date End date

‘ board December |[16_|[2019 ~| [Month | [Day -] [-Year - m m

Search results:

Board of Industrial Trades

Public Body:

Dates: Tuesday, December 17, 2019 - 13.00 to 1600
Location: Department of Consumer and Regulatory Affairs

Board of Ind
Public Body: Board
Dates: Tuesday, De 130010 16:00

Location: Department of Cansumer and Regulatory Affairs

ades

9|Page



Board of Ethics & Government Accountability
Office of Open Government

Please feel free to contact Tiffany Montgomery for any technical issues:

Name: Tiffany Montgomery, MBA, MS (Information Systems)
Job Title: Computer Systems Analyst
Office telephone: (202) 741-0627 | Mobile telephone: (202) 384-2371

Email: tiffany.montgomery@dc.gov

For legal/ethical queries and or information on policy guidelines:

Director Niquelle Allen, Esquire: Niquelle.Allen@dc.gov

Attorney Advisor Mr. Johnnie Barton, Esquire: Johnnie.Barton2@dc.gov
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