Add and Approve file(s) for Public Records Request (PRR)
Add PRR file(s)

1. Access Preconstruction Project Site

2. Select the desired library

3. Select the document(s) for upload to PRR

a.

Note: Multiple documents may be selected. Click next to desired file(s)
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5. Select PRR Files Copy. The Public Requests Copy

Public Records Request

Files dialog box displays.
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6. Type the name of the approver (only one name is allowed) in the People
Picker text box. Fig. 1.
Note: The name typed in the text box receives an email alerting him/her that
a request is awaiting approval. If the name entered in the text is not an exact
match of the name in Outlook, a red squiggly line displays under the
unrecognized name. Click on the red squiggly line to select the proper name.
Fig. 2

PUBLIC REQUESTS COPY FILES x

This request must be approved by the project manager (for active projects) or by your supervisor. Enter the approver of this

copy request.
~o| —

Please Click on OK to confirm and send an approval request t0 the person you have selected or click Cancel and return to the
library. You will receive an email notification once this request is approved, rejected, or no decision is made in 7 days. After 7
days this request will expire and a new request must be submitted to compete the PRR File Copy Request

The file(s) will be copied to this SharePoint Site: Public Records Request
Here are the details of requested files location.

File Name & Version: Test document 2 docx, v.2 0 & Test document.docx, v.1.0 & test set, v.1.2
Division: Division 13

Project Name: B-4444

Discipline: Signing and Delineation

Destination File already Exists: Test document 2 docx: No. Test document docx: No. test set: No =
Fig. 1

Lisa K. Poole

¥ Remove approved by the project manager (for active projects) or by your supervisor. Enter the approver of this
More Names...

1S3 PUUTCY ‘.1/ [‘.
Mo exact match was found. Click the item(s) that did not
resolve for more options

Fig. 2

7. Scroll down to select Ok. A confirmation message displays to ensure the selected files

are ones to be copied to the PRR site for approval.

8. Click OK to continue and send for approval or Cancel to stop the copy.

This site says...

The selected files are about to be copied to a Public Records
Request website allowing all members of the public to read their
contents. Are you sure you want to proceed with this file copy
procedure?

oK Cancel

Public Records Request
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Approve a PRR

The approver selected in the PRR receives an email from SharePointAdminQC@ncdot.gov with

the details of the request.

1. Click the hyperlink “here” to view and approve the request. The PRR Copy File Requests

page displays.

Public Records File Copy Request from Dawn M. Baker

Dawn M. Baker has requested to publish the files below te the Public Records Request Sharing Site.
This request will expire on 05/11/2020 and if not approved a new request will have to be made.
File Name & Version: Test document 2.docx. v.2.0

Division: Division 13

Project Name: B-4444

Discipline: Signing and Delineation

Destination File already Exists: No

File Name & Version: Test document.docx. v.1.0

Division: Division 13

Project Name: B-4444

Discipline: Signing and Delineation

Destination File already Exists: No

File Name & Version: test set. v.1.2

Division: Division 13

Project Name: B-4444

Discipline: Signing and Delineation

Destination File already Exists: No

Dawn M. Baker chose you as the approver of this rsqusstl Click here to view the request and appmue.]

nder is subject to the N.C.

Email comespondence to and fram and may be disclosed to third parii

2 : LS EES
SharePointAdminQC@ncdot.gov e
To Smith, Dan

9:22 AM

2. Review the details of the request

3. Click Approve/Reject. The Approve/Reject page displays
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Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting  Projects ~ Resources ~ Local Governments

Public Records Request * Copy File Requests

H 4 public R

Source URL

site/Preconstruction/division/divi3/8-

Destination URL sites/prreq/Division 13/8

File IDs 613

Request Status Waiting Approval

Source Site URL  ttp: - nedot F i 13/B-
4444

Destination Site URL  hitps-//connectqc.ncdot govisites/PRreq

Public Records Request
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4. Click the applicable radio button for the request, and enter comments, if desired. Note:

The default selection is “Pending”.

5. Click OK.

about requiring approval.

H 4 Public Records Request

_ g

ot 0

Public Records Request - PR Request - Approve/Reject
Use this page to approve or reject submissions. Note that rejecting an item does not
delete it, and that users who know the exact URL of a rejected item can still view it. Learn

proved. This item will become visible fo all users

Rejected. This item will be returned to its creator and only be visible to its creator and all users who
can see draft items.
® pending. This item will remain visible 1o its creator and all users who can see draft itlems.

6. The approver is returned to the PRR Copy File Requests list. Click the Created column
header to sort the latest actioned item at the top of the list. Note: The sender receives
an email of the approver’s action and the file is then placed on the Public Records

Requests site.

Public Records Request - Copy File Requests

H s Pubiic Records Request

_ @ new item or edit this list
Allltems  Detalled View  Approvefreject ttems

v Tile Source URL

Find an ftem P

FR .-
https:Aiconnectac.ncdot govisite ncdot, /Division
Request - 613 Aboutan hourage 1 Dawn M. Baker
‘ ? 4444/Signing and Delineation 13/B-4444 2
*
PR +++  hifpsiiconneciac. nodot govisite/Preconsiruction/diision/civ13/B- it /iconnectac ncdot govistesiprreq/Division — Dana M. Smith
Request 5406/Signing and Delineation 13/8-5406
PR s hittpsifi 13/BR- https //connectqe ned 1
https:#iconnectqe. nedot g BR- nedot Divsion S ag Dana M. Smith
Request 0151/Geotechnical 13BRD151
PR «e+  hitpsi/iconnectqc ncdot o - nedot /Division
1 3 days ago rl n
Request A444/Geotechnical 13/B-4444 s ag! Carl C. Jones
PR s hittpsiconnectqe ncdot g 13/BR-  hitps /iconneciqe nodot Division
2 54 Carl C. Jones
Request 0151/Geotechnical 13/BR-0151 5 days ago
FR - hitps:Hiconnectac. nodot gov/site/Preconstruction/division/diviJ/BR-  hitpsi/connectae. nedot govisitesiprreg/Division
Request 0151/Geotechnical 13/BR-0151 21 5 days ago Carl C. Jones
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