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How Unit Administrators Use Contact Us
As a Unit Administrator (also known as an Admin SME), you can manage the structure and content of
your assigned areas in the Contact Us application. This includes:

e Edit, move and delete units

e Edit, add, move and delete subunits

e Search for, add and remove SMEs

e Search for and edit comments and retrieve deleted comments
e Generate reports

Contact Us Application

UNIT ADMINSTRATOR SME CITIZEN
Maintains units, subunits, Opens and replies to Completes form on
SME inboxes and Contact “ comments. Forwards, “ NCDOT web page to post
Us pages. Creates unassigns, and deletes comment. Views reply on
subunits. Maintains users. comments. Views NCDOT Contact Us web
Generates reports. comment history. page.

Hierarchy of Units and Subunits
Here is an example of the SME Inboxes for the Bids & Letting List

@ NCDOT Contact Us NCEOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Admin Logout kstamegna

3 All Units
A et 0 Messages for Bids & Letting Export To Excel
Accessibility
[ _Badgin,

1 12 Month Letting List

& Bridge & Culvert Letting

[ Project Comments and Questions

1 Central Letting

Ns Page 3 of 47



Contact Us User Manual Transportation | Training

SME Inboxes are organized into a hierarchy of units and subunits similar to a departmental chart. Level 1
units are at the top, with subunits (Levels 2, 3, 4, etc.) below. For example, Traffic Count is a Level 4

subunit of the Level 3 Traffic Analysis Section subunit.

Transportation
Planning Branch

Level 1 (unit)

Strategic Highway

Corridors

Level 2 (subunit)
1

1 1 |

Traffic Statistics

Section

Level 2 (subunit)

Traffic Analysis
Section

Level 3 (subunit)

Level 3 (subunit) Level 3 (subunit)

Traffic Count

Level 4 (subunit)

In this example, Level 1 (Transportation Planning Branch) is set up to receive general questions in the
Level 1 SME Inbox, but specific questions about highway corridors and traffic are directed to different
SME Inboxes in different subunits. The use of subunits ensures comments for a specific area are sent to
the correct SME, which speeds up response time and eliminates manually forwarding comments.
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Each unit and subunit has a corresponding SME Inbox and a corresponding Contact Us form on an

NCDOT website. Here is an example of the Contact Us form that sends citizen comments to the 12

Month Letting List subunit.

Post A Comment

12 Month Letting List | Connect NCDOT | Back

Unit: 12 Month Letting List

Please address any questions/comments you have regarding NCDOT 12 Month Letting List.
Thank you for your time and we will follow up with you soon.

Please use the form below to send your question or comment.
Questions are answered during normal business hours (8 a.m. to 5 p.m. Monday through Friday) within seven business days.

+ In case of a roadway or safety hazard, such as a downed tree, please notify your local law enforcement agency.
+ For more immediate assistance regarding DMV-related issues, call its Customer Service office at (919) 715-7000.
+ Check out these frequently asked questions for more information about contacting the North Carolina Department of Transportation.

Check the status of a previously posted Comment
Please take the time to read our Privacy Notice

Name: ] Phone:

Ex: 919-999-1234 or 999-1234
Email: ] Set Anonymous: [
Comment: Limited to 1500 characters

File Attachment:

=7

NOTE: File transfers are limited to 5 MB

Reset

Responsibilities - A Unit Administrator’s View

Unit Administrators typically have responsibility for a Level 1 unit and create subunits as necessary to
handle citizen comments for their organization. A Unit Administrator can perform any of the following

functions.

e Edit, move and delete the unit

e (Create, edit, move and delete subunits

e Search for and edit a comment and retrieve deleted comments
e Add and delete users

e Generate reports

Only a Contact Us Administrator can make create Level 1 units.
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The Unit Selection Page
The Unit Selection page lists the units and subunits assigned to you and the features you can use.

To access the Unit Selection page:

1. Open a browser and go to: https://apps.dot.state.nc.us/ContactUs/SME/Default.aspx. You can also
access with your NCID by going here: https://apps.ncdot.gov/ContactUs/admin/

2. If prompted to log in, use your NCDOT User ID and password and click Log In. If you are already

on the NCDOT network, you may be automatically logged in. If using the NCID link then log in
with your NCID ID and password.

3. Inthe SME Inbox, click Admin.

@ NCDOT Contact Us NCBOV  AGENCIES JOBS  SERVICES

Home View Comments Total My History Admin Help Logout kstamegna

£ All Units
R 2 Messages for A Test Unit Export To Excel @
Accessibility
O Badging
Bids & Letting
{1 Bridge Relocation & Reuse Program | |
Communicitions OIMas O XT18IQCDYR 8/21/2017 John Smith J This is a test message from John Smith. kstamegna
Conferences & Committees I il Al Al I
O Connect NCDOT | [ ] VDXTEEYTEW 8/21/2017 Jane Doe This is a test message from a Jane Doe ‘
O Construction Team Sites i
Construction Unit
Contact Us Administrator 0 Messages for Client Web Templates Export To Excel
Contract Standards and Development (CSDU)
DBE Payment Tracking 0 Messages for Connect NCDOT Export To Excel
Design Build
Dislzion 0 Messages for Contact Us Administrator Export To Excel @
Division 10

S e . |_DMessages for Contact UsPeme it ot wn i b ey e pon ) oae_Evorrppcenlson] |

The Unit Selection page contains the Unit Selection and Unit Reporting panes.

@ NCDOT Contact Us NC.GOV  AGENCIES  JOBS  SERVICES

View Comments Total My History Logout kstamegna

| ———|

Unit Reporting
& All Units
ATest Unit

1 Badging

Bids & Letting Search Comments Search for Comments

[ Bridge Relocation & Reuse Program

ARG i s User Lookup See details about a user

Conferences & Committees

[ Connect NCDOT SME Lookup View SMEs for a specific unit

O Construction Team Sites
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Unit Selection lists the units and subunits assigned to you. Expand ( + ) and Collapse ( - ) buttons permit
easy navigation through the hierarchy.

Click the link for a unit or subunit to view features you can use in the right pane; the available features
may vary depending upon the unit or subunit. The URL of the associated Contact Us form appears at the
top of the right pane.

@ NCDOT Contact Us NCEOV  AGENCIES SERVICES

Home View Comments Total My History Admin Help Logout kstamegna

Unit Reporting
@ Al Units
A Test Unit
Accessibility
0O Badging I https://appsq.ncdot.gov/ContactUS//PostComment.aspx?Unit=BridgeComm
Bms & Letting
[ 12 Month Letting List Edit Unit Edit "Project Comments and Questions”

| “=] Bridge & Culvert Letting
Project Comments and Questions Add SubUnit Adds a new unit as a child of "Project Comments and Questions™

1 "Central Letting

O Bridge Relocation & Reuse Program

Move Unit Move "Project Comments and Questions” under another unit;

Communications Office

Conferances & Commitises Delete Unit Delete "Project Comments and Questions" Unit;

O Connect NCDOT
O Construction Team Sites Add/Remove SME Modify SME Access

Construction Unit
Contact Us Administrator Reporting Unit Reporting

Contract Standards and Development (CSDU)

DBE Payment Tracking Search Comments Search for Comments

Design Build
Division 1 User Lookup See details about a user

Division 10
Division 11 SME Lookup View SMEs for a specific unit

Division 12
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Roles and Permissions
Roles and permissions are used to grant access and administrative rights to units and subunits.

Contact Us Administrators
e This role has access to all Level 1 units and subunits within the Contact Us application.
e Contact Us Administrators do not automatically become a SME in every unit and subunit, but
they can be manually added as SMEs.
e |f a Contact Us Administrator is not a SME in a unit or subunit, the Contact Us Administrator can
view the comments in the SME Inbox but cannot take actions such as replying.
e Inthe example, below, Contact Us Administrators can access all areas in blue.

Transportation
Planning Branch

Level 1 (unit)

Bids & Letting

Level 1 (unit)

Strategic Highway
Corridors

Bridge & Culvert
Letting

Level 2 (subunit) Level 2 (subunit)

Traffic Statistics
Section

Level 2 (subunit)

Traffic Analysis
Section

Level 3 (subunit)

Traffic Count

Level 4 (subunit)

Level 3 (subunit)

Level 3 (subunit)

Unit Administrators
e This role has access to the Level 1 units as assigned by the Contact Us Administrator. Unit
Administrator permissions cascade to all subunits below that Level 1 unit.
e Unit Administrators are not automatically assigned as a SME to the subunits, but they can be
manually added.

e Unit Administrators can add other Unit Administrators.
e Unit Administrators can add SMEs to any of their assigned subunits.
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e If a Unit Administrator is not a SME in a subunit, the Unit Administrator can view but not
respond to the comments in the SME Inbox.

e Inthe example below, the Contact Us Administrator added a Unit Administrator for the
Transportation Planning Branch. That Unit Administrator has access to the entire Transportation

Planning Branch area (blue). However, that person was not assigned — and has no access — to
the Bids & Letting area (gray).

Transportation

Planning Branch

Level 1 (unit)

Strategic Highway
Corridors

Level 2 (subunit) Level 2 (subunit)

Bids & Letting

Level 1 (unit)

Bridge & Culvert
Letting

Level 2 (subunit)

Traffic Statistics
Section

Traffic Analysis
Section

Level 3 (subunit) Level 3 (subunit)

Level 3 (subunit)

Traffic Count

Level 4 (subunit)
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SME
e Contact Us Administrators and Unit Administrators manually assign SMEs to individual units or
subunits. SME rights do not cascade to subunits.
e Inthe example below, the Unit Administrator for Bids & Letting assigned a SME to the Bridge &
Culvert Letting subunit (blue), and the Unit Administrator for the Transportation Planning
Branch assigned the same SME to the Traffic Count and Traffic Survey subunits (blue).

Transportation
Planning Branch

Level 1 (unit)

Bids & Letting

Level 1 (unit)

Bridge & Culvert
Letting

Strategic Highway
Corridors

Level 2 (subunit)

Traffic Statistics
Section

Level 2 (subunit)

Traffic Analysis
Section

Level 3 (subunit)

Traffic Count

Level 4 (subunit)

Level 3 (subunit) Level 3 (subunit)

Nc Page 10 of 47



Contact Us User Manual Transportation | Training

Maintain Users

SME Lookup
The SME Lookup feature displays the SMEs that are assigned to units and subunits. Contact Us and Unit
Administrators who are also SMEs appear in the results; if they are not SMEs, they do not appear.

To look up a SME:

1. Inthe SME Inbox, click Admin.
2. On the Unit Selection page, click SME Lookup.

@ NCDOT Contact Us NCGOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Admin Logout kstamegna

Unit Reporting
= All Units

ATest Unit

Accessibility

O Badging h nedot.qov/ContactUS)/PostComment aspx?Unit=BridgeComm

© Bids & Letting

0 12 Month Letting List Edit Unit Edit "Project Comments and Questions"

= Bridge & Culvert Letting
s Adds  new unit as a child of "Project Comments and Questions™
0 Centra Letting

e e e e P Move "Project Comments and Questions" under another unit;

Communications Office

. Detete Unit Delete "Project Comments and Questions" Unit:

0 Connect NCDOT

0 Construction Team Sites PYTCE RN Modify SME Access

nstruction Unit

ntact Us Administrator Reporting Unit Reporting

ntract Standards and Development (CSDU)

E Payment Tracking [ LRV Search for Comments

sign Build

Division 1 User Lookup See details about a user

Division 10

Division 11 | SME Lookup View SMEs for a specific unit |

Division 12

3. On the View SMEs page, click one or more units whose SMEs you want to view. If you click a
Level 1 unit, such as Traffic Survey, all subunits are also selected.
4. Click View SMEs to see a list of SMEs for the selected units and subunits.

View SMEs

iChoose the Units you want to view SMEs for : View SMEs
5 [ select All
[] A Test Unit
[ Accessibility
o [] Badging
= ¥ Bids & Letting

0 M 12 Month Letting List

= M Bridge & Culvert Letting

[a] vl Project Comments and Questions
0 ¥l central Letting

5. Click Export to Excel or the Excel icon.
6. Select whether to Open, Save, Save as or Save and open the names in a spreadsheet.
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7. Click Admin to return to the Admin page.

@ NCDOT Contact Us NCGOV  AGENCIES JOBS  SERVICES

View Comments Total My History Admin Help Logout kstamegna

View SMEs

Search Criteria

[Choose the Units you want to view SMEs for : View SMEs
=[] select All
[ a Test unit

[ Accessibility View SMES

00 Badging
M Bids & Letting To Exeel
1 [] Bridge Relocation & Reuse Program T Unit SME
O communications Office Bids & Letting rnolan
[ conferences & Committees Bids & Letting 12 Month Letting List mAlGhandour
o connect NCDOT Bids & Letting Bridge & Culvert Letting bgoodwin
= O construction Team Sites Bids & Letting Bridge & Culvert Letting tkoch
I construction Unit Bids & Letting Central Letting lastrickland
T et b Al tratr Bids & Letting Central Letting rfogle
Bridge & Culvert Letting Project Comments and Questions enelson
[1 contract Standards and Development (CSDU)
Bridge & Culvert Letting Project Comments and Questions. zwafa

[ pBE Payment Tracking
[ pesign Build

[ pivision 1

0 pivision 10

O pivision 11

[ pivision 12

O pivision 13 Iy
0 pivision 14
O pivision 2
m [T Divician 3

Do you want to open or save View SME Report.xlsx from appsq.dot.nc.net? Open Save v] ‘ Cancel

Add/Remove SME

You can add or remove SMEs from the units and subunits you manage. SMEs are added on a one-by-one
basis to any level of unit or subunit; that is, there is no cascading, so a SME added to a Level 1 unit does
not automatically become a SME for subunits below.

To add SMEs:

1. Inthe SME Inbox, click Admin.
On the Unit Selection page, navigate to and select the unit or subunit where you want to add
SMEs.

3. Verify that the name of the unit or subunit appears in the right pane.
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4. Click Add/Remove SME.

@ NCDOT Contact Us NCGOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Admin Logout kstamegna

Unit Reporting
© Al Units
A Test Unit
® Accessibility
[ Badging https:/fappsq.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bridge_Let
= Bids & Letting
] 12 Month Letting List Edit Unit Edit "Bridge & Culvert Letting"
[ Central Letting Add SubUnit Adds a new unit as a child of "Bridge & Culvert Letting"

O Bridge Relocation & Reuse Program
Communications Office Mave Unit Move "Bridge & Culvert Letting” under another unit:

Conferences & Committees
[ Connect NCDOT Delete Unit Delete "Bridge & Culvert Letting" Unit;

O Construction Team Sites

® Construction Unit d/Remove SME Modify SME Access

Contact Us Administrator

IIIIiIIII

@ Contract Standards and Development (CSDU) Reporting Unit Reporting

® DBE Payment Tracking

Design Build Search Comments Search for Comments
Division 1

® Division 10 User Lookup See details about a user
Division 11

Division 12 SME Lookup View SMEs for a specific unit
@ Division 13

5. Choose Username, First Name or Last Name from the drop-down.
6. Enter the corresponding type of name in the Search field and click Search.
7. Click the name in the Search Results list and click Add. The SME is added to the Current Users.

Add/Remove SMEs

Add/Remove SMEs -

kstamegna H Username ﬂ ‘

Search Results Current Users
| | tkoch
bgoodwin

e by

1. Inthe SME Inbox, click Admin.
On the Unit Selection page, navigate to and select the unit or subunit where you want to
remove SMEs.

3. Verify that the name of the unit or subunit appears in the right pane.
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4. Click Add/Remove SME.

@ NCDOT Contact Us NCGOV  AGENCIES JOBS  SERVICES

View Comments Total My History Help Logout kstamegna

Unit Reporting
= All Units
A Test Unit
Accessibility
[ Badging https://appsq.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bridge_Let
= Bids & Letting

0 12 Month Letting List
1 Central Letting
Bridge Relocation & Reuse Program

Edit Unit Edit "Bridge & Culvert Letting"

Add SubUnit Adds a new unit as a child of "Bridge & Culvert Letting"

O

Communications Office Move Unit Move "Bridge & Culvert Letting" under another unit;

El

Conferences & Committees

I

Connect NCDOT Delete Unit Delete "Bridge & Culvert Letting" Unit;

o o

Construction Team Sites

Construction Unit Add/Remove SME Modify SME Access

El

Contact Us Administrator

Contract Standards and Development (CSDU) Reporting Unit Reporting
DBE Payment Tracking
Design Build LT O DI TER Search for Comments
Division 1
Division 10 User Lookup See details about a user
Division 11
Division 12 SME Lookup View SMEs for a specific unit
Division 13

5. Click on Name and then click Remove.

Add/Remove SMEs

Add/Remove SMEs -

| —

Search Results Current Users
tkoch
Ld (] d
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The SME is removed immediately with no confirmation.
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Add/Remove SMEs -

Username ﬂ

Search Results

Current Users

tkoch
bgoodwin

[ 4
<=

Add/Remove Unit Administrator

You can add or remove Unit Administrators from the units you manage. Before you can add a person as
a Unit Administrator, that person must first be a SME. Unit Administrators can only be added at the top
level (Level 1) because Unit Administrators of the Level 1 unit automatically become Unit Administrators

for all subunits.

To add a Unit Administrator:

1. Ensure that the Unit Administrator is already a SME in the Level 1 unit.

In the SME Inbox, click Admin.

On the Unit Selection page, navigate to and select the Level 1 unit where you want to add Unit
Administrators. You must select a Level 1 unit, not a subunit; if you don’t do this, you will not

see the option to Add/Remove Admin SMEs.

4. Verify that the name of the unit appears in the right pane.
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5. Click Add/Remove SME.

@ NCDOT Contact Us NCGOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Admin Logout kstamegna

Unit Reporting
= Al Units
A Test Unit
Accessibility
Badging https://appsqg.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bids_Let

oo

O 12 Menth Letting List Edit "Bids & Letting"

Bridge & Culvert Letting

[ Central Letting Adds a new unit as a child of "Bids & Letting"

71 Bridge Relocation & Reuse Program

Communications Office Move "Bids & Letting" under another unit;

Conferences & Committees

Connect NCDOT Delete "Bids & Letting" Unit;

Construction Team Sites

oD e 8 0O

Construction Unit SME Access

|

&

Contact Us Administrator

Contract Standards and Development (CSDU) Reporting Unit Reporting

DBE Payment Tracking

Division 1

Division 10 User Lookup See details about a user

Division 11

Division 12 SME Lookup View SMEs for a specific unit

E B E E BB

|

6. Click the name in the Current Non Admins list and click Add.

Add/Remove SMEs

Add/Remove SMEs -
| | userare ) |
Search Results Current Users
rnolan
kstamegna
Add/Remove Admins
Current Non Admins Current Admins

motan ____________| | kstamegna

=3
<
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The SME is added to the Current Admins.
Add/Remove SMEs

Add/Remove SMEs -

Search Results Current Users
rnolan
kstamegna

Add/Remove Admins

Current Non Admins Current Admins
kstamegna
rnalan

To remove a Unit Administrator:

Unit Administrators can only be removed at the top level (Level 1) because Unit Administrators of the
Level 1 unit are automatically removed as Unit Administrators for all subunits.

1. Inthe SME Inbox, click Admin.

On the Unit Selection page, navigate to and select the Level 1 unit where you want to remove
Unit Administrators.

3. Verify that the name of the unit appears in the right pane.
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4. Click Add/Remove SME.

NCGOV  AGENCIES  JOBS  SERVICES

View Comments Total My History Admin Logout kstamegna

Unit Reporting
& Al Units
ATest Unit
Accessibllity
O Badging https://appsg.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bids_Let
E

Adds a new unit as a child of "Bids & Letting"
Bridge Relocation & Reuse Program
Communications Office Move "Bids & Letting" under another unit

Conferences & Committees

Connect NCDOT Delete Unit Delete "Bids & Letting" Unit;

Construction Team Sites
Construction Unit Modify SME Access

Contact Us Administrator

Contract Standards and Development (CSDU) Reporting Unit Reporting

DBE Payment Tracking

Design Build EEERCL LU TER Search for Comments

Division 1

Division 10 [rp— See details about a user

Division 11

Division 12 View SMES for a specific unit

0 12 Month Letting List

Bridge & Culvert Letting
[ Central Letting

B 00® 8 0

5. Click the name in the Current Admins list and click Remove.

Add/Remove SMEs

Add/Remove SMEs -

Username V|

Search Results Current Users

rnolan
kstamegna

)
<=

Add/Remove Admins

Current Non Admins Current Admins

kstameina

=
=
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The SME is moved to the Current Non Admins list.

Add/Remove SMEs

Add/Remove SMEs -
[ vserure

Search Results Current Users

rnolan

kstamegna
Add/Remove Admins
Current Non Admins Current Admins

rnolan kstamegna

=)
Riarz
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Maintain Units and Subunits
You can add, edit, move and delete subunits and edit, move and delete units. You cannot create Level 1
units.

Add SubUnit
You can create an unlimited number of subunits under a unit. When a subunit is created, an associated
Contact Us page for that subunit is automatically created.

To create a subunit:

1. Inthe SME Inbox, click Admin.
On the Unit Selection page, navigate to and select the unit or subunit that under which you
want to create a subunit.

3. Verify that the name of the unit or subunit appears in the right pane.

4. Click Add SubUnit. If this feature does not appear, the option to create subunits is not available.

@ NCDOT Contact Us NC.GOV  AGENCIES J0BS SERVICES

View Comments Total My History Logout kstamegna

Unit Reporting
= AlL Units
A Test Unit
Accessibility
=R Ebdaing https://appsq.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bids_Let
7512 Month L etting Tist Edit Unit Edit "Bids & Letting” L

Bridge & Culvert Letting

O Central Letting Add SubUnit Adds a new unit as a child of "Bids & Letting"
[ Bridge Relocation & Reuse Program
Communications Office Move "Bids & Letting" under another unit;
Conferences & Committees
] Connect NCDOT Delete Unit Delete "Bids & Letting" Unit;
[0 Construction Team Sites
Construction Unit Add/Remove SME Modify SME Access
Contact Us Administrator
Contract Standards and Development (CSDU) Reporting Unit Reporting
DBE Payment Tracking
Design Bulld Search Comments Search for Comments
Division 1
Division 10 User Lookup See details about a user
Division 11
Division 12 SME Lookup View SMEs for a specific unit

2l

Nivician 13
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5. On the Add Unit page, complete the form. This example creates a subunit for Bids & Letting

Preview

Add Unit - [Sub Unit of 'Bids &amp; Letting']

Unit Full Name:

Test Unit ]

Unit Short Name:

Test_DOT ]

This is additional text you can add to the Contact Us
page. It appears above the Comment box that is a part
of every Contact Us page

Page Text:

Default SME:

kstamegna

¥ can create Sub Units

|1 15 visibla to Extarnal units who choose to forward message
[ Allow SMEs to attach files

[ allow Customers to attach files

¥ allow forwarding

Save

The fields are:

Unit Full Name - Enter the friendly name of the subunit, such as Test Unit.

Unit Short Name - Enter an abbreviated name or phrase, such as Test_DOT. Spaces are
not allowed between words, so use underscores (_) instead. Once you save the subunit,
you can no longer edit its Unit Short Name.

Link String - Enter the Javascript or HTML for the breadcrumb links on the Contact Us
page. Several examples are in the next section.

Page Text - Enter additional text (up to 1500 characters) for the Contact Us page.
Default SME - Enter the User ID of a SME. Once you save the subunit, this field is not
visible, but you can edit the default SME or add additional SMEs later.

Can create Sub Units - Check this box to allow creation of subunits below this subunit.
Is visible to External units who choose to forward message - Check this box to allow a
SME to forward messages to this subunit. This unit will appear as a choice in the
Forward to Another Contact Us Unit option.

Allow SMEs to attach files - Check this box to allow a SME to attach a file when replying.
Any file type can be attached, but its size cannot exceed 5 MB.

Allow Customers to attach files - Check this box to allow a citizen to attach a file. Any
file type can be attached, but its size cannot exceed 5 MB.

Allow forwarding - Check this box to allow a SME to forward comments to other units
or DOT employees. This enables the Forward to Another Contact Us Unit and Forward
to a DOT Employee options on the Comment Information page.
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Click the Preview tab to review the Contact Us page in a separate window.

6. This is an example of the preview. The top highlight shows where the Page Text appears, and
the bottom highlight shows that the customer is allowed to attach files. The Link String does not
appear in the preview. Click the Edit tab to return to the Add Unit page and make any additional
changes.

Preview Unit: Test Unit

This is additional text you can add to the Contact Us page. It appears above the Comment box that is a part of every Contact Us page.

Please use the form below to send your guestion or comment.
Questions are answered during normal business hours (8 a.m. to 5 p.m. Monday through Friday) within seven business days.

« In case of a roadway or safety hazard, such as a downed tree, please nolifnyour local law enforcement agency.
» For more immediate assistance regarding DMV-related issues, call its Customer Service office at (919) 715-7000.
» Check out these frequently asked questions for more information about contacting the North Carolina Department of Transportation.

Check the status of a previously posted Comment
Please take the time to read our Privacy Notice

Name: ‘ Phone:

Ex 919-999-1234 or 999-1234
Email: ‘ ‘ Set Anonymous: [|
Comment: Limited to 1500 characters

File Attachment:

| Browse... ‘

NOTE: File transfers limited to 5 MB
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7. Click Save.

Transportation | Training

Add Unit - [Sub Unit of 'Bids &amp; Letting']

Unit Full Name:| Test Unit

|

Unit Short Name:| Test_DOT

|

Link 5tn'ng:{

|

Page Text:

This is additional text you can add to the Contact Us
page It appears above the Comment box that is a part
of every Contact Us page

Default SME:| Kstamegna

¥ can create Sub

Units

¥ Is visible to External units who choose to forward message

b Allow SMEs to attach files

] Allow Customers to attach files

M allows forwarding

Save

Examples of the Form Fields

Now that the subunit has been created, let’s see how the form fields are used. This example uses the
Level 1 Test Unit. Here is the unit information.

Preview

Edit Unit

Unit Full Name:
Unit Short Name:

Link String:

Page Text:

Test Unit ‘

Test_DOT ‘

<a href="http://www.ncdot.org/business/let

Please address any questions/comments you have
regarding NCDOT Bids & Letting Test Unit.

<p align="left"=Thank you for your time and we will
follow up with you soon.</p=|

Wl Can create Sub Units

W1 1s visible to External units who choose to forward message
[ Allow SMEs to attach files

[ Allow Customers to attach files

W] Allow forwarding

Save
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This is the URL for the Test Unit Contact Us form.

!e @ https://appsg.ncdot.gov/ContactUS/Home/PostComment?UnifeTest DOT | O -~ & &

e Unit Short Name = Test_DOT

This is the Contact Us page for Test Unit

Help

Post A Comment

Bids & Letting | NCDOT Home | Back

Please address any questions/comments you have regarding NCDOT Bids & Letting Test Unit.
Thank you for your time and we will follow up with you soon.

Please use the form below to send your question or comment.
Questions are answered during normal business hours (8 a.m. to 5 p.m. Monday through Friday) within seven business days.

+ In case of a roadway or safety hazard, such as a downed tree, please notify your local law enforcement agency.
+ For more immediate assistance regarding DMV-related issues, call its Customer Service office at (919) 715-7000.
+ Check out these frequently asked questions for more information about contacting the North Carolina Department of Transportation.

Check the status of a previously posted Comment
Please take the time to read our Privacy Notice

Name: ‘ Phone:

Ex: 919-999-1234 or 999-1234
Email: ‘ ‘ Set Anonymous:
Comment: Limited to 1500 characters

Submit Reset

e  Unit Full Name = Test Unit

e Link String = Bids & Letting | NCDOT Home | Back

e Page Text = Please address any questions/comments you have regarding NCDOT Bids &
Letting Test Unit. Thank you for your time and we will follow up with you soon.
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This is how Test Unit appears in the Unit Navigation.

@ NCDOT Contact Us NCGOV  AGENCIES JOBS  SERVICES

Home View Comments Total My History Admin Help Logout kstamegna

Unit Reporting
& AlL Units
A Test Unit
Accessibility
O Badging https://appsq.ncdot.gov/ContactUS//PostComment.aspx?Uni

= Bids & Letting N
[ 12 Month Letting List Edit Unit Edit "Test Unit’

Add SubUnit Adds a new unit as a child of "Test Unit"

on & Reuse Program Move "Test Unit" under another unit;

Communications Office

Conferences & Committees Delete Unit Delete "Test Unit" Unit:

O Connect NCDOT
[ Construction Team Sites Add/Remove SME Modify SME Access

O Bridge Reloc:

=

Construction Unit

Contact Us Administrator Reporting Unit Reporting

Contract Standards and Development (CSDU)

DBE Payment Tracking Search Comments Search for Comments

H BB H

Design Bulld
Division 1 User Lookup See details about a user
Division 10

Division 11 SME Lookup View SMEs for a specific unit

e Unit Full Name = Test Unit
e Unit Short Name = Test_DOT
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This is how Test Unit appears in the Comment Information pages.

e Allow forwarding - Check this box to allow SMEs to forward comments to other units or DOT
employees. This adds the Forward to Another Contact Us Unit and Forward to a DOT Employee
options to the drop-down on the Comment Information page.

Message Details

Comment Information

Basic Comment Details

From: John Smith Phone: Email:
Response
File Attachment [y
[Forward to Another Contact Us Unit j
Browse...

NOTE: File transfers are limited to 5 MB

Print
Comment History
Tracking Number: XT18IQCDYR
Sent By: John Smith Date/Time: 8/21/2017 12:22:36 PM
Comment:

This is a test message from John Smith.
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e Isvisible to External units who choose to forward message - Check this box to allow other
SMEs to forward messages to this subunit. That is, this unit will appear in the list of units and
subunits when a SME selects the Forward to Another Contact Us Unit option.

@ NCDOT Contact Us NCGOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Help Logout kstamegna

Message Details

Comment Information

Basic Comment Details

From: John Smith Phone: Email:

Response

Select the Unit where this comment should be forwarded:

@ ATest Unit

@ Accessibility

[_Badging

T Bridge Relocation & Reuse Program
@ Communications Office

@ Conferences & Committees

{1 Connect NCDOT

[1 Construction Team Sites

A BSRE U e et pr o A e g T e o it ol sl B S BBy i
e -
@ Technical Services
@ Traffic Engineering & Safety Systems Branch
@ Transit
[ Transportation Engineering Assoclates Program
@ Transportation Planning Branch
@ Transportation Reform
@ Traveler Information Management System
@ Utilities
@ Web Services
BRI TR
Print
Comment History
Tracking Number: XT18IQCDYR
Sent By: John Smith Date/Time: 8/21/2017 12:22:36 PM
Comment:

This is a test message from John Smith.

Edit Unit
You can edit existing unit or subunit information with the Edit Unit feature.

To edit a unit or subunit:

1. Inthe SME Inbox, click Admin.
2. On the Unit Selection page, navigate to and select the unit or subunit to edit.
3. Verify that the name of the unit or subunit appears in the right pane.
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4. Click Edit Unit.

Transportation | Training

= AlL Units

E A Test Unit

& Accessibility

[ Badging
Bids & Letting
O I!Mnnﬂ'l L;‘iﬂng List

@& Bridge & Culvert Letting

0 Central Letting

0 Test Unit

Bridge Relocation & Reuse Program
Communications Office
Conferences & Committees
Connect NCDOT

Construction Team Sites

Construction Unit

(2]

Contact Us Administrator

(23]

23]

DBE Payment Tracking

i3]

Design Build

&

Division 1

Division 10

+

Division 11

+

=+

Division 12

modify the Unit Short Name fie

Edit Unit

Unit Full Name:

Contract Standards and Development (CSDU)

Unit Reporting

hitps:/fapp

sqg.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bids_Let

Edit Unit Edit "Bids & Letting"

Add SubUnit Adds a new unit as a child of "Bids & Letting"

Move Unit Move "Bids & Letting" under another unit;

Delete Unit Delete "Bids & Letting" Unit;

Add/Remove SME Modify SME Access

Reporting Unit Reporting

Search Comments Search for Comments

User Lookup See details about a user

SME Lookup View SMEs for a specific unit

On the Edit Unit page, you can update any unit information with two exceptions — you cannot

Id and the Default SME field is not visible.

Bids &amp; Letting

I Unit Short Name:

Bids_Let

Link String:

Page Text:

=a href="http://imwww._ncdot.org/business/let

Please address any questions/comments you have
regarding NCDOT Bids & Letting.<p align="left"=Thank
you for your time and we will follow up with you soon.

¥ can create Sub Units

¥ 1s visible to External units who choose to forward message
[ mllow SMEs to attach files

] Allow Customers to attach files

! Allow forwarding

Save
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6. Here, we’ll shorten the page text and add the ability for SMEs and users to attach files. Click

Preview to view your changes to the Contact Us page in a separate window.

Preview

Edit Unit
Unit Full Name:| Bids &amp; Letting ]
Unit Short Name:| Bids_Lel ]

Link String:

<a href="http://www.ncdot.org/business/let }

Please address any questions/comments you have
regarding NCDOT Bids & Letting.<p align="left">Thank
you for your time and we will follow up with you soon

Page Text:

¥ can create Sub Units
[¥] 15 visible to External units who choose to forward message
[ Allow SMEs to attach files

[ Allow Customers to attach files

[ Allow forwarding

Save

7. Reviewing the Contact Us page for the changes, then click Edit.

m

Preview Unit: Bids &amp; Letting

Please address any questions/comments you have regarding NCDOT Bids & Letting
Thank you for your time and we will follow up with you soon. [}

Please use the form below to send your question or comment.
Questions are answered during normal business hours (8 a.m. to 5 p.m. Monday through Friday) within seven business days.

= In case of a roadway or safety hazard, such as a downed tree, please notify your local law enforcement agency.
= For more immediate assistance regarding DMV-related issues, call its Customer Service office at (319) 715-7000.

Check the status of a previously posted Comment
Please take the time to read our Privacy Notice

Name: ] Phone:

Ex: 919-899-1234 or 999-1234
Email: ] Set Anonymous: O
Comment: Limited to 1500 characters

File Attachment:

[ Browse. ]

NOTE: File transfers are limited to 5 MB

* Check out these frequently asked questions for more information about contacting the North Carolina Department of Transportation.

8. Click Save.
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Here is an example of a request made using the new Contact Us page. The page text has
changed and the citizen can attach a file.

Post A Comment

Bids & Letting | NCDOT Home | Back

Unit: Bids &amp;amp; Letting

Please address any questions/comments you have regarding NCDOT Bids & Letting.
Thank you for your time and we will follow up with you soon.

Please use the form below to send your question or comment.
Questions are answered during normal business hours (8 a.m. to 5 p.m. Monday through Friday) within seven business days.

» In case of a roadway or safety hazard, such as a downed tree, please notify your local law enforcement agency.
» For more immediate assistance regarding DMV-related issues, call its Customer Service office at (319) 715-7000.
= Check out these frequently asked questions for more information about contacting the North Carolina Department of Transportation.

Check the status of a previously posted Comment
Please take the time to read our Privacy Notice

Name: ] Phone:
Ex: 919-999-1234 or 999-1234
Email: ] Set Anonymous: [
Comment: Limited to 1500 characters
File Attachment:

e

NOTE: File transfers are limited to 5 MB
Submit Reset

Once the citizen submits this request, it appears in the SME inbox for Bidding & Letting

O STPO4HXAET 8/29/2017 Test Test This is a test for the site.
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When the SME opens the request, the SME now has an option to attach a file as part of a
response.

Comment Information

Basic Comment Details

From:Test Test Phone: Email:
Response
File Attachment
Send Reply to Citizen j
Browse...
SendReply

NOTE: File transfers are limited to 5 MB

Print
Comment History

Tracking Number: S7P94HX46T

Sent By: Test Test Date/Time: 8/29/2017 4:11:58 PM
Comment:

This is a test for the site.
File attachments: 75KB, This is a test for the site..zip Download

Move Unit
You can move units and subunits beneath other units or subunits that you can access. When a unit is
moved, all subunits associated with the unit also move.

To move a unit or subunit:

1. Inthe SME Inbox, click Admin.
2. On the Unit Selection page, navigate to and select the unit or subunit to move.
3. Verify that the name of the unit or subunit to move appears in the right pane.
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4. Click Move Unit. Here, we’ll move the Test 2 below the

Transportation | Training

Unit Reporting
= AlL Units
@ A Test Unit
@ Accessibility
0 Badging hitps://appsq.ncdot.gov/ContactUS//PostComment.aspx?Unit=Test2
@ Bids &amp; Letting
Edit "Test 2"

{1 Bridge Relocation & Reuse Program Edit Unit

@ Communications Office

@ Conferences & Committees Add SubUnit Adds a new unit as a child of "Test 2"

Move Unit Move "Test 2" under another unit;

O Connect NCDOT
01 Construction Team Sites |

@ Construction Unit

& Contact Us Administrator Delete Unit Delete "Test 2" Unit:

ontact Us Demo Unit

Add/Remove SME Modify SME Access

&/ Contract Standards and Development (CSDU)

@ DBE Payment Tracking Reporting Unit Reporting

@ Design Build

@ Divislon 1 [P SRl Search for Comments

@ Division 10
See details about a user

@ Division 11 User Lookup

@ Division 12

&
@ Division 13 SME Lookup View SMEs for a specific unit
=

= Division 14

5. On the Move Unit page, verify that the unit or subunit appears in the right pane in red.

6. Select the unit or subunit where you want to move the selected unit or subunit. Here, we’ll

move the Test 2 to become a subunit of the Communicatins Office.
7. Click Next.

@ NCDOT Contact Us

Home View Comments Total My History Admin

Move Unit

NCGOV  AGENCIES  JOBS  SERVICES

Help Logout kstamegna

Test 2

Please select the unit you would like fo mov: inder:
@ All Units
@ A Test Unit
@ Accessibility
O Badging
@ Bids &amp; Letting
O Bridge Relocation & Reuse Program
@ Conferences & Committees
[ Connect NCDOT

1 Construction Team Sites

Construction Unit

El

® Contact Us Administrator
@ Contract Standards and Development (CSDU)
© DBE Payment Tracking

o GaDesion Build o “ gl S PO S

b P B

@ Transporte Jon Retorm

) Traveler Information Management System

Utilities

Web Services

- N

b B prmed”

™

8. On the Move Unit page, review the move information.

9. Select Yes or No for Do you want to keep the existing SMEs for [unit/subunit name]?

10. Click Submit.
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Delete Unit
Before you can delete a unit or subunit, any open comments must be closed, any closed comments must

be moved or deleted, and any subunits must be moved before a deletion can occur.

IMPORTANT NOTE: When you click Submit to delete a unit or subunit, no warning message appears and
the unit or subunit is permanently removed. The deletion cannot be restored.

To delete a unit or subunit:

1. Inthe SME Inbox, click Admin.
2. On the Unit Selection page, navigate to and select the unit or subunit to delete.
3. Verify that the name of the unit or subunit to delete appears in the right pane.
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4. Click Delete Unit.

Unit Reporting
= Al Units
® A Test Unit
@ Accessibility
[ Badging https://appsg.ncdot.gov/ContactUS//PostComment.aspx?Unit=Test2

Bids &amp; Letting

[+

- Bridge Relocation & Reuse Program Edit Unit Edit "Test 2

= Communications Office
5 Moant ol TahepcHution Add SubUnit Adds a new unit as a child of "Test 2

0 IMPACT Public Information Program
O Motorcycle Detection Problems Move Unit Maove "Test 2" under another unit;

] NCDOT Newstetter, In The Loop
Delete "Test 2" Unit;

{1 Public Records Requests Delete Unit

Add/Remove SME Medify SME Access

0" Work Zone Safety

@ Conferences & Committees Reporting Unit Reporting
1 Connect NCDOT
[0 Construction Team Sites Search Comments Search for Comments

E Construction Unit

@ Contact Us Administrator User Lookup See details about a user

@ Contract Standards and Development (CSDU)
@ DBE Payment Tracking SME Lookup View SMEs for a specific unit

@ Design Build

5. Click Submit.

Delete Unit

Delete Unit

You haven chosen to delete the Test 2 unit

This unit has nc open comments, no closed comments, and no sub units.
Click 'Submit' to Delete this unit.

EmETN

Page 34 of 47



Contact Us User Manual Transportation | Training

Warning Messages

This unit currently has sub units. These units must be moved before this unit can be deleted.

1. Your only option is to click the Back button.
2. Move the subunits and retry the Delete Unit option.

This unit currentlfy has open comments. These comments must be closed before the unit can be deleted.

1. Click the Back button.
2. Go to the SME Inbox for that unit and resolve all open comments.
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Maintain Comments

Search Comments
Use the Search Comments feature of the Contact Us application to locate a comment. You can search
by:

e  Tracking Number — This is the unique number that is automatically generated by the Contact Us
application when a comment is posted. Use the Tracking number to search for and view a
specific comment.

e Other criteria — You can also search by begin and end date, content of the comment, email
address and sender

Once the comment is located, you can view the comment's history, issues and actions.
To search for a comment by tracking number:

1. Inthe SME Inbox, click Admin.
On the Unit Selection page, click Search Comments. (Or, on the Unit Selection page, you can
select a unit or subunit and click Search Comments from that page.)

3. On the Search/Edit Comments page, enter the tracking number and click Search. Search results
appear below the search criteria. Click the Tracking # to view comment details and history.

@ NCDOT Contact Us NCGOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Admin Help Logout kstamegna

Search/Edit Comments

Search Criteria

Choose the Units you want to view SMEs for :
= [ select All
0[] Accessibility

Tracking Number:| 2MBREX10XP |

@ L] Adopt-A-Highway Begin Date:
] Badging
& ] Bids & Letting End Date: ]
1 Bridge Retocation & Reuse Program
& ] Communications Office Comment:
= D Conferences & Committees .
Email:
(=} D Construction Team Sites
@[] Construction Unit
From:

@[] Contact Us Administrator

@ [ Contract Standards and Development (CSDU)

@ [] DBE Payment Tracking In accordance with North Carolina state government public records policy. please be aware that Contact Us correspondence will
@[] Design Bulld be retained for a period of three years
@ ] Division 1 Search Results

@[] Division 10 Tracking# 2MEREXIOXP From: John Apple Email: username@example.org UnitMame: AdminCUs Assigned To: kstamegna

Mr. Apple. Thank f i 3
@ [ Division 11 r. Apple. Thank you for your inquiry.

10/13/2017 Please send the date on the card and
@[] Division 12 we can look up the nu
@[] Division 13 UnitName: URL: | was wondering about
9272017 the amount of experience | had for

@ [ Division 14 »
B having my class a license
@ [ Division 2

@[] Division 3
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Click Print for a hard copy. You can also edit the email or assignment, or change the state and
spam status of a comment; these options are described in the next sections.

Search Criteria

‘Choose the Units you want to view SMEs for :
B [ select all Tracking Number:| 2M8REX10XP }
0[] Accessibility
@[] Adopt-A-Highway Begin Date: ]
o Badging
@ [ Bids & Letting End Date: }
1] Bridge Relocation & Reuse Program
@ [] communications office Shmme
@ ] Conferences & Committees ;
Email: T
(] construction Team Sites

& [ construction unit
From:|
@ [ contact Us Administrator
@ [ contract Standards and Development (CSDU)

& ] DBE Payment Tracking In accordance with North Carolina state government public records policy, please be aware that Contact Us correspondence will be retained for a period|
@[] Design Build of three years

@ [ Dwisien 1 Edit Results

@ O pivisien 10

&[] Division 11 Tracking #: 2MBREX10XP Unit Name: AdminCUs Name: John Apple Phone; 919-555-1212

@ [ pivision 12 | Email:| userr org Assigned To: | kstamegna v State: [Closed V| Spam:[No_v| |

alo 13
= hoann UnitName: URL: | was wendering about the amount of experience | had for having my class a license | got my medical card in May of 2015 due to getting my a license

&[] pivision 14 9/27/2017 3:42:59 PM and expired this may but but when | try to get a job the employer says | only have 1 year experience. But | know | got the medical card when | was issued my class a
w [ Division 2 license

& [ pivision 3 10/13/2017 4:04:28 PM Mr. Apple, Thank you for your inquiry. Please send the date on the card and we can look up the number and see how long the time was. Thank you, DMV Medical Unit
&[] Division 4

i [ Division 5 Update Comment
| Print

@[] Division 6

The Contact Us application has thousands of entries, so be as specific as possible when you use other
search criteria. For example, select a subunit and a limited date range (such as two months) so the
Contact Us application will return a reasonable number of results and not time out. To search for a
comment by other criteria:

1. Inthe SME Inbox, click Admin.
On the Unit Selection page, click Search Comments.
On the Search/Edit Comments page under Choose the Units you want to Search, select the
checkbox next to one or more units; if you check a unit, all subunits are checked. Or, select the
checkbox next to Select All.

4. Enter at least one other search criteria:

e Begin Date and End Date - The start and end dates for the time range to search. Click
the calendar icon to use a calendar for input. The dates cannot be the same, so, to
search for one specific day, enter that date as the Begin Date and enter the next day's
date as the End Date.

e Comment - A word or phrase that appears in the comment.

e Email - The citizen's email address.

o From - The first name, last name or complete name of the citizen. Enter anonymous to
locate all comments sent anonymously.
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In this example, choose the Contact Us Administrator unit, enter the first and last name of a
citizen, and click Search.

Search/Edit Comments

Search Criteria S

Choose the Units you want to view SMEs for :

B [ select All Tracking Number;| ]
o Accessibility
& [ Adopt-A-Highway Begin Date:| ]
[ Badging
@[] Bids & Letting End Date; ]
] Bridge Relocation & Reuse Program
@[] communications Office Commerk ]
=] Conferences & Committees )
3] construction Team Sites el ]

i [] Construction Unit

From:| John Apple
@ ¥ Contact Us Administrator L =
&[] Contract Standards and Development (CSDU)

@ (] DBE Payment Tracking In accordance wi
& [ Design Build of three years

Carolina state government public records policy, please be aware that Contact Us correspondence will be retained for a period)

5. Search results appear below the search criteria. Click the Tracking # to view comment details
and history.

Search/Edit Comments

Search Criteria

‘Choose the Units you want to view SMEs for :

&[] select Al Tracking Number:
o [ Accessibiity
@ [] Adopt-A-Highway Begin Date:|
] Badging
@[] Bids & Letting End Date;

1] Bridge Relocation & Reuse Program

|
|
|
|
|

@ ] communications Office Comment:
@[] Conferences & Committees :

Email:
@[] Construction Team Sites

@[] Construetion Unit
From:| John Apple
@ M Contact Us Administrator

@ O Contract Standards and Development (CSDU) Seal

@[] DBE Payment Tracking In accordance with North Carolina state government public records policy, please be aware that Contact Us ¢ will be retained for a period|
@[] Desian Build of three years.

@[] Division 1 Search Results

@[] Division 10 Tracking#} ZMEREX10XP From: John Apple Email: username@example.org Unithame: AdminCUs Assigned To: kstamegna

- Mr. Apple, Thank you for your inquiry. Please send the date on

@ L Division 1 /00 the card and we can look up the nu

@ [ Division 12 UnitName: URL: | was wondering about the amount of experience
9/27/2017 5 0

@ Division 13 | had for having my class a license
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Click Print for a hard copy. You can also edit the email or assignment, or change the state and
spam status of a comment; these options are described in the next sections.

Search Criteria

Choose the Units you want to view SMEs for :

= [ select All Tracking Number:| 2M8REX10XP }
o[ Accessibiuty
& [ Adopt-A-Highway Begin Date:| w
] Badging
® (] Bids & Letting End Date: ]
@[] Bridge Retocation & Reuse Program
&[] communications Office Comment: }
=] [ conferences & Committees
1] Construction Team Sites el I l

@ [ construction unit
From:
@[] Contact Us Administrator
@ [] Contract Standards and Development (CSDU)

@ [] DBE Payment Tracking In accordance with North Carolina state government public records policy, please be aware that Contact Us correspondence will be retained for a period|
@[] Desian Build of three years

@ [ pwision 1 Edit Results

& [] Divisien 10

@ (] Division 11 Tracking #: 2MBREX10XP Unit Name: AdminCUs Name: John Apple Phone: 919-555-1212

=[] pivision 12 | Email:| user Assigned To:m Sta‘tt: Spam: |

@ [ pi 13
= neaen. UnitName: URL: | was wondering about the amount of experience | had for having my class a license | got my medical card in May of 2015 due to getting my a license

&[] Division 14 9/27/2017 3:42:59 PM and expired this may but but when | try to get a job the employer says | only have 1 year experience. But | know | got the medical card when | was issued my class a

& ] pwision 2 license

@[] Division 3 10/13/2017 4:04:28 PM Mr. Apple, Thank you for your inquiry. Please send the date on the card and we can look up the number and see how long the time was. Thank you, DMV Medical Unit

= (] Division 4

& [ Division 5

@ ] Division 6 @]

Update Comment
You may need to edit comments to update citizen email, SME assignment, comment state, or spam

status.

Change Email or Assigned To
You might need to change the email address if a citizen posted a comment anonymously and now wants

to receive email notifications or if the email address is incorrect.

You might also need to reassign the comment to another SME within the same unit or subunit if, for
example, the assigned SME is on vacation. .

To edit the email or SME assignment of a comment:
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1. Use Search Comments to locate the comment.

@ NCDOT Contact Us NCGOV  AGENCIES  JOBS  SERVICES

Home View Comments Total My History Admin Help Logout kstamegna

Search/Edit Comments

Choose the Units you want to view SMEs for :
= [ select All

Tracking Number:| 2MSREX10XP |

00 Accessibility
@] Adopt-A-Highway Begin Date:|
o] Badging
@[] Bids & Letting End Date; ]
o[ Bridge Relocation & Reuse Program
e Commert. |
@] Conterences & Committees )
&[] Construction Unit
From;|

@[] Contact Us Administrator

@[] Contract Standards and Development (CSDU)

@[] DBE Payment Tracking In accordance with North Carolina state government public records policy, please be aware that Contact Us correspondence will

@[] Design Buld be retained for a period of three years

@0 Division 1 Search Results

R Iracking From: John Apple Email: usermame@example.org UnitName: AdminCUs Assigned To: kstamegna
Mr. Apple. Thank you for your inquiry.

L] ol 10/13/2017 Please send the date on the card and

@ [ Division 12 we can look up the nu

@0 Dwvision 13 UnitName: URL: | was wondering about

-0 9/27,2017 the amount of experience | had for

® Division 14

having my class a license
& [ Division 2

[ Division 3

2. On the Search/Edit Comments page, click the comment’s Tracking#.
3. To edit the email of the citizen, highlight the current email address and enter the new address.
4. To assign another SME, select that SME from the Assigned To drop-down. Only SMEs within the

same unit are listed. If the comment’s status is not Open, change it to open; otherwise, the SME
will not see the comment in the SME Inbox. Click Update Comment.
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Search Criteria

Choose the Units you want to view SMEs for :

= [ select all Tracking Number:| 2M8REX10XP }
o[ Accessibility
@[] Adopt-A-Highway Begin Date: }
o] Badging
@ [] Bids & Letting End Date: }
[ Bridge Relocation & Reuse Program
@[] Communications Office Comment: }
B [ conferences & Committaes
o [ construction Team Sites Emails }

@[] Construction Unit
From:;|
@[] contact Us Administrator
@[] contract Standards and Development (CSDU)

&[] DBE Payment Tracking In accordance with North Carolina state government public records policy, please be aware that Contact Us correspondence will be retained for a period|
@[] Design Build of three years

5 [ pivision 1 Edit Results

[ Division 10

= ] Division 11 Tracking #: 2MBREXIOXP Unit Name: AdminCUs Phone: 919-555-1212

=[] Division 12 Email:[ username®@example.org ] Assigned To: m

&[] Division 13

UnitName: URL: | was wondering about the amount of experience | had for having my class a license | got my medical card in May of 2015 due to getting my a license

&[] Division 14 9/27/2017 3:42:59 PM and expired this may but but when | try to get a job the employer says | only have 1 year experience. But | know | got the medical card when | was issued my class a
@[] Division 2 license
@[] Division 3 10/13/2017 4:04:28 PM Mr. Apple, Thank you for your inquiry. Please send the date on the card and we can look up the number and see how long the time was. Thank you. DMV Medical Unit

[J pivision 4
®[J Division 5 Update Comment

@[] Division 6 Print

5. A confirmation message Your Changes have been Saved appears. Click Unit Selection to return
to the Admin page.

Edit Results

Tracking #: 2MBREX10XP Unit Name: AdminCUs Name: John Apple Phone: 919-555-1212

Email: Assigned To: | kstamegna Vv State:[Closed V| Spam:

UnitName: URL: | was wondering about the amount of experience | had for having my class a license | got my medical card in May of 2015 due to getting my a license

9/27/2017 3:42:59 PM and expired this may but but whenlkltry to get a job the employer says | only have 1 year experience. But | know | got the medical card when | was issued my class a
license
10/13/2017 4:04:28 PM Mr. Apple, Thank you for your inquiry. Please send the date on the card and we can look up the number and see how long the time was. Thank you, DMV Medical Unit

Update Comment

Your Changes have been Saved

Print
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Change State (Open, Closed, Deleted)
If a SME accidentally deletes a comment from the SME Inbox, you can reopen the comment by changing
its status to Open. Once you reopen the comment, it reappears in the SME Inbox. If the comment was
deleted by marking it as Spam, you must change the Spam status, as described in the next section.

If you reassign a comment through the Edit Comments option, you need to change the comment’s
status to Open so the SME will see the comment in the SME Inbox.

Finally, remember that the status automatically changes to Closed when a SME replies to a comment,
and a comment is automatically reopened if the citizen replies to an SME response.

To edit the status of a comment:

1. Use Search Comments to locate the comment.

2. On the Search/Edit Comments page, click the comment’s Tracking#.

3. Select Open, Closed or Deleted from the State drop-down to change the status.
Open — Places the comment in the SME Inbox, even if the comment contains a reply.
Closed — Removes the comment from the SME Inbox.
Deleted — Removes the comment from the SME Inbox. This resolves the comment

a.

b.

C.

4. Click Update Comment.

without requiring a reply.

Search/Edit Comments

o

® B o® O ®

Choose the Units you want to Search.
= [VSelect Al

3R Program

Contact Us Administrator
Historic Architecture
Division 13

Transportation Planning B...
Bids & Letting

Tracking Number:
Begin Date: l:l A
End Date: |:| ]
Comment: l:l
N —

In accordance with North Carolina state government public records polcy, please be aware that Contact Us
correspondence wil be retained for a period of three years.

Edit Results
Tracking #: 7MX9GOSKFA Unit Name: Bridge_Let Name: Phone:
Email: [fmasters@gmail.com | Assigned To: State: Spam:
Close
Print
3/11/2016 12:58:16 PM Forwarded to DOT User [Collins, Josh] by [Bridge_Let] (drspringall)
Mr. Masters,

1am forwarding your comment to another NCDOT employee who is more familiar
with the work in Greensboro.

3/9/2016 8:46:19 AM I work for the Swain Construction Company in Greensboro. There is a missing bid
itemn for Reinforced Approach Fills in the Trenholm County bridge project. Please
send an addendum for the bid to my email. Attached is a text file with detailed
project award information. Thank you.

yright NCDOT NCDOT Home | NC.gov
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Change Spam (Yes, No) Status
If a SME accidentally tags a comment as spam, the comment is removed from the SME Inbox and is no

longer available. You can restore the comment to the inbox by changing its Spam status to No.

This is also where you can mark comments as Spam if you are not an SME.

To change the spam status of a comment:

1.

Use Search Comments to locate the comment.
On the Search/Edit Comments page, click the comment’s Tracking#.

Select Yes or No from the Spam drop-down to change the status. Click Update Comment.

A confirmation message Your Changes have been Saved appears. Click Unit Selection to return

to the Admin page.
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Reporting
You can generate two types of reports on SME activity. All reports can be exported to and printed from
Microsoft Excel.

e Basic Report - The basic report provides the number of responses over a specific time period by
unit and subunits.

o Detailed Report - The detailed report identifies the users that have responded to comments
over a specific time period by unit and subunits.

To generate a report:

1. Inthe SME Inbox, click Admin.
On the Unit Selection page, navigate to and select the unit or subunit for the report. If you
select a unit, the report includes all subunits under that unit.

3. Verify that the name of the unit or subunit to delete appears in the right pane, then click
Reporting.

@ NCDOT Contact Us

Home View Comments Total My History Admin

Unit Reporting
E All Units
O Accessibility
= Adopt-A-Highway
[ Badging https://appsq.ncdot.gov/ContactUS//PostComment.aspx?Unit=Bids_Let
— _ 1r—— Edit "Bids & Letting”
® Communications Office
o Contecsiinis & Comituss Adds a new unit as a child of "Bids & Letting"
O Construction Team Sites
@ Construction Unit Move "Bids & Letting" under another unit;
@ Contact Us Administrator
@ Contract Standards and Development (CSDU) Delete "Bids & Letting" Unit;
& DBE Payment Tracking
@ Design Build Add/Remove SME Modify SME Access
@ Division 1
& Division 10 Reporting Unit Reporting
= Division 11

@ Division 12 Search Comments Search for Comments
@ Division 13
@ Division 14 User Lookup See details about a user
& Division 2
® Division 3 SME Lookup View SMEs for a specific unit

& Division 4

/= Division 5

4. Click Basic Report or Detailed Report to choose the type of report. The default is Basic Report.
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5. Enter a date range in the Begin Date and End Date fields in the format MM/DD/YYYY, then click

Run Report.
Reporting

Bids & Letting

Detailed Report

LT Gl Determine the daily message count for the selected unit within a given date range - Export to Excel.

Determine how many comments have been responded to by all subunits within a given date range.

Determine how many comments have been responded to by each SME within a give date range

Begin Date:| 09/01/2017

End Date:| 10/13/2017

Run Report

The report appears within the same page. This is an example of a basic report.

Bids & Letting
Determine how many comments have been responded to by all subunits within a given date range.

[PEETELR:ELL L il Determine how many comments have been responded to by each SME within a give date range.

AT ERL Gl Determine the daily message count for the selected unit within 2 given date range - Export to Excel.

Begin Date:| 09/01/2017

End Date:| 10/13/2017

Run Report

Unit Name Responses
Bids & Letting 1
Central Letting 3
12 Month Letting List 2
Total for all units: 6
This is an example of a detailed report.
Begin Date:| 09/01/2017 ‘

End Date:| 10/13/2017

Run Report

Bids & Letting
jakincaid kesponded To 1

1
Total for all SMEs:
12 Month Letting List
malghandour Responded
To
2

Total for all SMEs:

Bridge & Culvert Letting
Mo Activity

Central Letting
agdupree Responded To 1
lastrickland Responded To 1
lastrickland Forwarded 1

3
Total for all SMEs:
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6. To export the report data to Microsoft Excel, click Excel.
7. Select whether to Open, Save, Save as or Save and open the report. This is an example of the
detailed report in Excel.

(FalN=| < DetailedReport [Read-Only] - Micro... [Cf X

ew
& Al = o ||| Al @B E
Pa;] G- = A )
- & @-

Font | Alignment Number Styles Cells

A B C D

Bids & Letting |
No Activity

Bridge & Culvert Letting

drspringall Responded To 4
9 drspringall Forwarded 4
10 Total for all SMEs: 8

13 Total for all Units: 8
14

4_<» ¥ DetailedReport /%3 [« |
Ready 650 100% (= o

8. On the Search/Edit Comments page, click Unit Selection to return to the Admin page.

Daily Message Count Report

Click the button "Mgs Count Report" - this will determine the daily message count for the selected unit
within a given date range. This report automatically exports to Excel.

Enter a date range in the Begin Date and End Date fields in the format MM/DD/YYYY, then click Run
Report and at bottom of screen click on the Excel to Open.

Basic Report Determine how many comments have been responded to by all subunits within a given date range. Begin Date:| 01/01/2020

Determine how many comments have been responded to by each SME within a given date range. End Date:| 09/30/2020

I

Run Report

RSB |Determine the daily message count for the selected unit within a given date range - Export to Excel.

Reoln Bates S
End pate: [:

Run Report ) e D
Open file

NCDOT NCDMV ACCESSIBILITY PRIV

TIP: If you want to include the day you are running the report then you need to pick a day pass that day.

Example - the day you are running the report is 8/31/20 and you want the report to show every day in August.
Your Begin Date should be 8/1/20 and your End date should be 9/1/20. The report will then show the totals
for 8/1/20 - 8/31/20. If you just want one day and it is the day your are running the report 8/31/20 then you

need to put - Begin Date: 8/30/20 & End Date: 9/1/20. " " . ”

|Message Counts for Contact Us Administrator
This is an example of the Msg Count Report in Excel. et s ot
| 56/5/2020 13
| 51142020
| 5/21/2020
5/22/2020
| 6/9/2020
| 6/24/2020
| 7/8/2020
| 7116/2020
| 7/23/2020
| 7/30/2020
| 8/21/2020
| 8/24/2020

PR LRI

bt ool sty
e bl e P E T U ST R
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Support

For general assistance with the Contact Us application, call or email the NCDOT Help Desk at:

e 919.707.7000 (Raleigh area)
e 1.800.368.2778 (statewide)
e https://ncdot.service-now.com/itsp?id=itsp index

If you have questions or comments about this documentation or if you need to contact the Contact Us
System Administrator, post a comment on the Contact Us Administrator page:
https://apps.ncdot.gov/ContactUS/PostComment.aspx?Unit=AdminCUs

Unit: Contact Us Administrator

The purpose of the Contact Us Administration Unit is to create new Units, assign SMEs to these Units, and to answer SMEs questions about the
use of the Contact Us System.

For problems that cannot be resolved using the Contact Us System, contact the NCDOT Help Desk at (919) 861-3840 or (800) 368-2778

Unit (you are an SME for): ‘ |
URL (you are having Trouble with): | |

Please use the form below to send your question or comment.
Questions are answered during normal business hours (8 a.m. to 5 p.m. Monday through Friday) within seven business days.

+ In case of a roadway or safety hazard, such as a downed tree, please notify your local law enforcement agency.
+ For more immediate assistance regarding DMV-related issues, call its Customer Service office at (919) 715-7000.
+ Check out these frequently asked questions for more information about contacting the North Carolina Department of Transportation.

Check the status of a previously posted Comment
Please take the time to read our Privacy Notice

Name: ‘ ‘ Phone:

Ex: 919-999-1234 or 999-1234
Email: ‘ ‘ Set Anonymous: [
Comment: Limited to 1500 characters

File Attachment:

| Browse... ‘

MNOTE: File transfers are limited to approximately 5 MB
Submit Reset
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