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1. [bookmark: _Toc372542447]Editing Text on Pages: 
https://connect.ncdot.gov/site/toolkit/Pages/default.aspx 

The Public Engagement Toolkit Home Page contains introductory text that is stored in the “Toolkit Text” list. 
The following filters are used to make the text appear on this page in this location:
· Page:		Home
· Filter-By:	Intro
See Section 3 for instructions on editing this text.

The other information that appears on this page is being pulled from other pages such as:
· Titles & Descriptions of pages that can be selected
· User’s Discussion history
· User’s Technique updates

When Information is changed on those pages it will automatically be updated on this page.


2. [bookmark: _Toc372542448]Toolkit Text List: 
https://connect.ncdot.gov/site/toolkit/Lists/ToolkitText/AllItems.aspx 
[image: ]The “Toolkit Text” list stores some of the text that appears on pages.

The “Page” column/field is used to select an item to be displayed on a given page.  The filter value can be selected on the input/edit screen by clicking on the appropriate radio button
· Toolkit Home
· About
· PPT
· P.I.101
· Resources
· Register
· User Forum
The “Filter-By” column/field is used to denote where on the page the text will appear.  This is manually typed in.
· Intro
· Add
· Background
· Goals
· Top
· Bottom
· Register

See the instructions for each page to determine the appropriate filters.

3. [bookmark: _Toc372542449]Public Engagement Resources Page:
https://connect.ncdot.gov/site/toolkit/Pages/ToolkitResources.aspx 


The Public Engagement Toolkit Home Page contains introductory text that is stored in the “Toolkit Text” list. 
The following filters are used to make the text appear on this page in this location:
· Page:		Home
· Filter-By:	Intro
See Section 3 for instructions on editing this text.

The resource details are stored in the Toolkit Resources List:
There are no filters being used because all resources are listed.
The “Section” column/field is used to group items when displayed on the Public Engagement Resources page.  



4. [bookmark: _Toc372542450]Toolkit Resources List: 
https://connect.ncdot.gov/site/toolkit/Lists/ToolkitResources/AllItems.aspx  


There are no filters being used because all of the resources are listed.  
The “Section” column/field is used to group items when displayed on the Public Engagement Resources page.  




When editing or adding a resource, the “Section” value can be selected by clicking on the drop down arrow and choosing the appropriate section.
· Best Practices
· Case Studies
· Environmental Justice
· General
· Legal
· Toolkits, Manuals, and Guides
· Websites and Organizations




5. [bookmark: _Toc372542451]Public Engagement Techniques Page:
https://connect.ncdot.gov/site/toolkit/Pages/PubInvTech.aspx 

The Public Engagement Techniques Page contains introductory text that is stored in the “Toolkit Text” list. 
The following filters are used to make the text appear on this page in this location:
· Page:		PPT
· Filter-By:	Intro
See Section 3 for instructions on editing this text.

The techniques are stored in the Toolkit Techniques List:
When the page is first displayed, there are no filters being used so all techniques are listed on the left hand side of the page.


The Techniques listed on this page can be narrowed down by using the filter choices on the right hand side of the page.  The filters are choice fields in the Toolkit Techniques list.  Choice fields give you a list of possible entries that can be selected.  They match the choices that are available when editing or adding new technique information.




The Category filter can be chosen by selecting a Category from the drop down menu of choices and click Go. Only one Category can be chosen at a time.

The Duration of Effort can be chosen by clicking on the Filter Icon [image: ] and then selecting all that apply.
[image: ]


The Public Information Goals can be chosen by clicking on the Filter Icon [image: ] and then selecting all that apply




The Project/Study Scale can be chosen by clicking on the Filter Icon [image: ] and then selecting all that apply





Another option for narrowing down the list of Techniques is to see how others have used the techniques.  This can be done by clicking on the “Technique Usage” button.
This brings up the list of all Techniques with the following filter options:
· County
· Duration
· Project Primary Purpose
· Target Populations
· Transportation Program Life Cycle
· Transportation Systems

As many of these filters can be selected at one time and will be applied to the list on the right side of the page by clicking the “Apply” button.  



The list of Techniques on the right side of the page will change to meet the criteria of the filters.  




The filters can be cleared by clicking the “Clear” button.  



6. [bookmark: _Toc372542452]Technique Details Page:
https://connect.ncdot.gov/site/toolkit/Pages/TechDetails.aspx?Title=Blogs 


The technique details are stored in the Toolkit Techniques List.  
The technique that is being displayed on this page was selected on the Public Engagement Techniques Page.  This page is setup to display the details of one technique at a time and no filters need to be set for the selected technique to display

User Comments are only seen on the Public Participation Toolkit Team Site.  They are not displayed for non-participants.

The User Comments appear on the bottom of the Detailed Techniques page.  Any participant can add a comment about a technique.  The comments must be approved before they are visible to other participants.  Only the participant that entered the comment and the designated approver will be able to see the comment until it has been reviewed and approved.


7. [bookmark: _Toc372542453]Toolkit Techniques List: 
https://connect.ncdot.gov/site/toolkit/Lists/ToolkitTechs/AllItems.aspx 
[image: ]The Toolkit Techniques list contains a tremendous amount of information for each technique.  The information mostly appears on the Public Engagement Techniques page and the Techniques Details page.

The filters being used in displaying the detailed technique information are the “Choice” fields listed below.  “Choice” fields are used for easy data entry and to prevent misspellings.
Because there are so many fields in this list, the dialog box that appears for adding and editing techniques is split in the next few screen shots.

The fields in the Toolkit Techniques list are:
· Title:
The Technique Name
· Category (Choice Field)
· Description:
a description of the Technique.
· Short Description:
Is displayed when the mouse hovers over the Technique title on the Public Engagement Techniques page.  It can be the same as the Description or shorter.



· Details
A very detailed description of the Technique.  






· Duration (Choice Field)





· Public Engagement Goals (Choice Field)

· Project Primary Purpose (Choice Field)

· Transportation Program Life Cycle (Choice Field)

· Transportation Systems


· Project/Study Scale (Choice Field)

· Target Populations (Choice Field)

· Target Communities (Choice Field)

· County (Choice Field)



There are some fields that are calculated and not supposed to be altered by Contributors.  They are:
· Technique (calculated – link field)
· Overall Rating
# of Overall Ratings
· Cost Effectiveness Rating
# of Cost Effectiveness Ratings
The Ratings are set by the participants on the Public Engagement Techniques Page and the Technique Details Page


8. Comments On Techniques List: 
https://connect.ncdot.gov/site/toolkit/Lists/CommentsOnTechniques/AllItems.aspx 


User Comments will typically be entered by Toolkit participants.  They have access to “Add comment” at the bottom of the Technique Details page.

Only the participant that entered the comment and the designated approver will be able to see the comment until it has been reviewed and approved.

Approvers can review and approve “Pending” comments in the “CommentsOnTechniques” list by












To see only the Comments that are in the “Pending” status, Select the drop down arrow on the Approval Status” column and select to filter “Pending”








Only the Comment that are Pending will appear on the page.




Select the drop down arrow on the Title” column and select to “Approve/Reject”



When the Approve/Reject dialog box appears, select the appropriate action and save by clicking on “OK”



9. [bookmark: _Toc372542455]Toolkit User Forum Page:
https://connect.ncdot.gov/site/toolkit/Pages/User-Forum.aspx 

The Toolkit User Forum Page contains introductory text that is stored in the “Toolkit Text” list. 

The following filters are used to make the text appear on this page in this location:
· Page:		User Forum
· Filter-By:	Intro
See Section 3 for instructions on editing this text.

The forum topics and descriptions are stored in the Forum Topics List.
There are no filters being used because all forum topics are listed.





10. [bookmark: _Toc372542456]User Forum - Topics List: 
https://connect.ncdot.gov/site/toolkit/Lists/Forum%20Topics/AllItems.aspx  


The Forum Topics list contains the “Topics” and “Descriptions” that are displayed on the Toolkit User Forum page.
There are no filters being used because all forum topics are listed.



Click “Add New Item” to create a new Topic.  Enter the Topic and the Description in the New Item dialog box.
[image: ]








11. [bookmark: _Toc372542457]User Forum Discussion Board Page:
https://connect.ncdot.gov/site/toolkit/Pages/DiscussionBoard.aspx


The Forum Topic and Description that is displayed on this page was selected on the Toolkit User Forum Page.  
This page displays the Discussions that relate to the selected Forum Topic.  No filters need to be set because all the associated Discussions are displayed.




Once a Discussion is selected (“Rating Issue” in this example) the discussion thread appears.  Users can select Reply to add to the discussion


Participants can select “Reply” to post a comment on this discussion thread. 



12. [bookmark: _Toc372542458]User Forum List: 
https://connect.ncdot.gov/site/toolkit/Lists/User%20Forum/AllItems.aspx  

[image: ]Once a Topic is chosen on the Toolkit User Forum page, the associated Discussion Subjects are displayed.  Discussion subjects are added, edited and deleted from the User Forum list.




Click the “Add New Item” button (at the bottom of the list page) to create a new Discussion.  
[image: ]Select the appropriate Topic from the drop down list of topics and then enter the Discussion Subject and the Body (short description) fields the Topic and the Description in the New Item dialog box.







13. [bookmark: _Toc372542459]About the Toolkit Page:
https://connect.ncdot.gov/site/toolkit/Pages/AboutToolkit.aspx
· Edit Text on the Page
· 
The introductory text is stored in the Toolkit Text list. See Section 10 for instructions on editing this text.

The About the Toolkit Page contains introductory goals and background text that is stored in the “Toolkit Text” list. 
The following filters are used to make the Toolkit Goals appear on this page in this location:
· Page:		About
· Filter-By:	Goals
The following filters are used to make the “Background” text appear on this page in this location:
· Page:		About
· Filter-By:	Background

See Section 3 for instructions on editing this text.








14. [bookmark: _Toc372542460]Public Involvement 101 (P.I. 101) FAQs Page:
https://connect.ncdot.gov/site/toolkit/Pages/PI101FAQ.aspx 



All the text in the Public Involvement 101 Frequently Asked Questions are stored in the ToolkitFAQ List:
There are no filters being used because all of the frequently asked questions are listed.





15. [bookmark: _Toc372542461]Public Involvement 101 (P.I. 101) – FAQs List: 
https://connect.ncdot.gov/site/toolkit/Lists/ToolkitFAQ/AllItems.aspx  
· Edit Item

The Frequently Asked Public Involvement Questions and their Answers are stored in the ToolkitFAQ list.  The FAQ’s are displayed on the Public Involvement 101 (P.I. 101) FAQs page.


There is an “Order” field that is used to display them in a specific order.  If new questions are added they will appear at the top of the page unless a specific number is entered in the “Order” field. 

[image: ]There are no filters being used because all of the Frequently Asked Questions are listed.  







16. [bookmark: _Toc372542462]Public Engagement Glossary Page:
https://connect.ncdot.gov/site/toolkit/Pages/Glossary.aspx 

The Public Engagement Glossary is stored in the TKGlossary List:
There are no filters being used because all of the terms and descriptions are listed.  

The list can be narrowed if the user selects the first letter of the word they are looking for.




17. [bookmark: _Toc372542463]Toolkit Glossary List: 
https://connect.ncdot.gov/site/toolkit/Lists/TKGlossary/AllItems.aspx 

The TKGlossary List [image: ]contains the terms and descriptions displayed on the Public Engagement Glossary page.
There are no filters being used because all of the terms and descriptions are listed.  The list can be narrowed if the user selects the first letter of the word they are looking for.





The TLGlossary list is a simple list with only two fields to maintain. 

· Title: the title/term that is to appear in the glossary
· Description: the description/ definition of the glossary term.


18. [bookmark: _Toc372542464]Changing Background Image on Unauthenticated Connect:

[image: ]Instruction for changing the background image on the Unauthenticated part of Connect are in another document.



19. [bookmark: _Toc372542465]Granting User Access to the Team Site:
All users have to be granted permission to access the Public Engagement Toolkit.  The Owner of the team site is responsible for submitting a request to the NCDOT Help Desk by sending an email to DOTHelp@ncdot.gov.  


There are two types of users:
· External Users: are any non-NCDOT business, local government or municipality requesting access to the site by following the registration process on the Connect Public site: https://connect.ncdot.gov/Projects/toolkit/Pages/default.aspx.   Registration requires that they have an NCID account.  Instructions on how to request and NCID account and to reqister to access the team site are shown on the Registration page. 



Once they have obtained and NCID they need to submit a request to NCDOT requesting access to the NC Public Participation toolkit by clicking on the final Registration button and submitting the following: 



There is one Access/Permission group for External users.  The Owner will be responsibel for requesting that they are added to the Connect-Public-Toolkit-External-Contributors AD group.  See the instructions below on how the Owner is to process this request:



· NCDOT Employees: also have to be setup to access the team site.  They can be given rights based on their responsibilities on the site:
· Connect - Public Toolkit – Readers (Internal DOT users that can only Read content on the site.)
· Connect - Public Toolkit – Contributors (Internal DOT Contributors that can add, delete and modify content on the site.)
· Connect-Public-Toolkit-Moderator-Contributors (Internal DOT Contributors that can add, delete and modify content on the site and approve/deny user commentssubmitted to the site.)
Registration requires that they have an NCID account 
Internal DOT employees can also request access to the team site by clicking on the final Registration button and submitting their request to the team site owner.  Registration requires that Internal DOT employees use their AD account (Workstation UserId) when requesting access to the team site

See the instructions below on how the Owner is to process this request:


· Submitting Access Request:
The team site Owner is the authority responsible for submitting requests to the NCDOT Help Desk requesting that users be added to AD Groups that have been setup to grant appropriate access to the Public Engagement Team Site.  As mentions above, External users are required to have an NCID account and Internal NCDOT employees will use their current AD account (their workstation userid). 

The site Owner can request access to the team site by submitting an email to the NCDOT Help Desk DOTHelp@ncdot.gov .  The email should contain some or all of the sections listed below based on the access being granted.  any of the section also have to be setup to access the team site.  They can be given rights based on their responsibilities on the site:

 ******************************************************************************
Please create a ticket for TS Ops to add users to the AD groups listed in the tables below:
Add these External NCID accounts to the Connect-Public-Toolkit-External-Contributors AD group.
	First Name
	Last Name
	NCID Account
	Email Address

	
	
	
	

	
	
	
	



Add these Internal NCDOT employees to the Connect-Public-Toolkit-Readers AD group.
	First Name
	Last Name
	AD Account
	Email Address

	
	
	
	

	
	
	
	



Add these Internal NCDOT employees to the Connect-Public-Toolkit-Contributors AD group.
	First Name
	Last Name
	AD Account
	Email Address

	
	
	
	

	
	
	
	



Add these Internal NCDOT employees to the Connect-Public-Toolkit-Moderator-Contributors AD group.
	First Name
	Last Name
	AD Account
	Email Address

	
	
	
	

	
	
	
	



******************************************************************************





This document can be found on the Public Engagement Toolkit Team site at:
https://connect.ncdot.gov/site/toolkit/Documents/InstructionsForPublicParticipationToolkit.docx 
1
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Public Engagement Toolkit

About the Toolkit
Background on the development of the toolkit

A > Pubic Engagement Toolkt > About e Teolki

‘The Public Engagement Toolkit provides:

« decision-making criteria that can be used to guide the selection of appropriate public engagement techniques:

+ updated techniques for effective public engagement (intended to supplement FHWAFTA's guidance manual):

« guidance on developing an integrated public engagement process that takes into account the particular needs of specific communities, as
well as decision makers; and

« best practices for public engagement

This toolkit was developed to provide guidance on techniques for encouraging effective public participation to better inform transportation decision-
‘making. The concept for e toolkit was iniiated out of the NC Department of Transportation’s efforts, in collaboration with its partners, to improve.
the long-range transportation planning and project development processes; however, the usefuiness of this toolkit extends beyond NCDOT to its
business partners, Metropoiitan Planning Organizations, Rural Planning Organizations, local and regional transportation agencies, and other
resource and regulatory agencies for alltypes of planning throughout the state. Itis open to all users both within and outside of North Carolina

Background

“The North Carolina Department of Transportation (NCDOT) nitiated an effortin 2004, with a grant from the Federal
Highway Administration (FHWA), to look for better ways to plan, design, and build transportation projects. The goal
was to develop an integrated process where information and decisions from long-range planning could be transmitted
to, upheld, and used in project development By identifying long-range transportation solutions that could be
evaluated, detailed, and permitted for construction, NCDOT sought to reduce project delays while minimizing the
impacts to the human and natural environments.

A mult-disciplinary team was assembled to determine the required data, decisions, public partcipation, and documentation for the transfer of
information from comprehensive transportation planning (CTP) to project development. By framing the issue as a producer (CTP) and
consumericustomer (Project Development) relationship, the team determined what information produced by long-range planners in the CTP
process would be useful and acceptable to project planning engineers and resource agencies in project development Eight linkages were
identified where similar issues are discussed in both the long-range planning and project development processes. Its through these linkages that
data, decisions, and information can be passed from long-range transportation planning to project development.

One of those critcallinkages is public participation. For public partiipation to work effectively in both the CTP and project development processes
and to build the connection between them, NCDOT is developing this public engagement toolkt o help ensure that proper techniques are used at
the appropriate steps in the process to maximize the information flow between long-range planning and project development and to create
continuity for the public.

During the development of the toolkit, NCDOT recognized that the toolkit could be used for a broader array of public outreach for other types of
‘planning, programs and communication efforts. As such, the toolkit can be used by throughout many functions and stages in the transportation
‘planning, construction, maintenance and operations, as well as across modes.
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About the Toolkit
Background on the development of the toolkit

A > Pubic Engagement Toolkt > About e Teolki

‘The Public Engagement Toolkit provides:

« decision-making criteria that can be used to guide the selection of appropriate public engagement techniques:

+ updated techniques for effective public engagement (intended to supplement FHWAFTA's guidance manual):

« guidance on developing an integrated public engagement process that takes into account the particular needs of specific communities, as
well as decision makers; and

« best practices for public engagement

This toolkit was developed to provide guidance on techniques for encouraging effective public participation to better inform transportation decision-
‘making. The concept for e toolkit was iniiated out of the NC Department of Transportation’s efforts, in collaboration with its partners, to improve.
the long-range transportation planning and project development processes; however, the usefuiness of this toolkit extends beyond NCDOT to its
business partners, Metropoiitan Planning Organizations, Rural Planning Organizations, local and regional transportation agencies, and other
resource and regulatory agencies for alltypes of planning throughout the state. Itis open to all users both within and outside of North Carolina

Background

“The North Carolina Department of Transportation (NCDOT) nitiated an effortin 2004, with a grant from the Federal
Highway Administration (FHWA), to look for better ways to plan, design, and build transportation projects. The goal
was to develop an integrated process where information and decisions from long-range planning could be transmitted
to, upheld, and used in project development By identifying long-range transportation solutions that could be
evaluated, detailed, and permitted for construction, NCDOT sought to reduce project delays while minimizing the
impacts to the human and natural environments.

A mult-disciplinary team was assembled to determine the required data, decisions, public partcipation, and documentation for the transfer of
information from comprehensive transportation planning (CTP) to project development. By framing the issue as a producer (CTP) and
consumericustomer (Project Development) relationship, the team determined what information produced by long-range planners in the CTP
process would be useful and acceptable to project planning engineers and resource agencies in project development Eight linkages were
identified where similar issues are discussed in both the long-range planning and project development processes. Its through these linkages that
data, decisions, and information can be passed from long-range transportation planning to project development.

One of those critcallinkages is public participation. For public partiipation to work effectively in both the CTP and project development processes
and to build the connection between them, NCDOT is developing this public engagement toolkt o help ensure that proper techniques are used at
the appropriate steps in the process to maximize the information flow between long-range planning and project development and to create
continuity for the public.

During the development of the toolkit, NCDOT recognized that the toolkit could be used for a broader array of public outreach for other types of
‘planning, programs and communication efforts. As such, the toolkit can be used by throughout many functions and stages in the transportation
‘planning, construction, maintenance and operations, as well as across modes.
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Public Involvement 101 (P.l. 101) FAQs

Public Involvement Frequently Asked Questions

> Pubic Engsgement Toolkit » Pubic mvoivement 101 (P 101) FAGS

Public Involvement 101

@ Whatis Public Involvement?

The following is originally from the FHWA

Public participation is more than just a hearing, or one meeting near the end of the project development
process. Public involvement needs to be an early and continuing part of the transportation and project
development process. It is essential that the project sponsor knows the community's values in order to
‘avoid, minimize, and mitigate impacts, a5 well as to narrow the field of altematives (for planning) and
alignments (for projects). The community also needs to understand the constraints and tradeoffs of the
transportation planning and project development process and to "buy-in’ to the transportation needs and
purpose.

Public participation allows the State, Metropoiitan Planning Organizations, public transportation providers
and resource agencies to know the impacts to the community from the transportation project as viewed by
the community. Early and continuing public involvement allows the project sponsor to be aware of the
problems and impacts and to deal with these issues early. In that way, attempts can be made 50 that the
impacts can be avoided, minimized or otherwise designed in a manner acceptable to al parties involved. If
involved early, the public can provide insight (directly or indirectly)into what their community would find
‘acceptable in the way of mitigation. Often, there are designs or enhancements that willallow the project to
it more harmoniously into the existing community.

Ifthe demographics, values, impacts, and desires of a community are made known early and on a
continuing basis through an effective public involverent process in both the transportation planning and
the project development processes, the project sponsor can better incorporate them into the design of the
project Design options can often also add enhancements into the project

@ Why should I care about public involvement?

Public involvement is a fundamental component of effective transportation planning, project development,
‘and implementation Interested persons need to have the opportunity for a voice in how our transportation
systemis developed

@ How does public involvement benefit my project or plan?

Public input provides critical information to more fully understand and assess potential impacts from
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Public Involvement 101

@ Whatis Public Involvement?

The following is originally from the FHWA

Public participation is more than just a hearing, or one meeting near the end of the project development
process. Public involvement needs to be an early and continuing part of the transportation and project
development process. It is essential that the project sponsor knows the community's values in order to
‘avoid, minimize, and mitigate impacts, a5 well as to narrow the field of altematives (for planning) and
alignments (for projects). The community also needs to understand the constraints and tradeoffs of the
transportation planning and project development process and to "buy-in’ to the transportation needs and
purpose.

Public participation allows the State, Metropoiitan Planning Organizations, public transportation providers
and resource agencies to know the impacts to the community from the transportation project as viewed by
the community. Early and continuing public involvement allows the project sponsor to be aware of the
problems and impacts and to deal with these issues early. In that way, attempts can be made 50 that the
impacts can be avoided, minimized or otherwise designed in a manner acceptable to al parties involved. If
involved early, the public can provide insight (directly or indirectly)into what their community would find
‘acceptable in the way of mitigation. Often, there are designs or enhancements that willallow the project to
it more harmoniously into the existing community.

Ifthe demographics, values, impacts, and desires of a community are made known early and on a
continuing basis through an effective public involverent process in both the transportation planning and
the project development processes, the project sponsor can better incorporate them into the design of the
project Design options can often also add enhancements into the project

@ Why should I care about public involvement?

Public involvement is a fundamental component of effective transportation planning, project development,
‘and implementation Interested persons need to have the opportunity for a voice in how our transportation
systemis developed

@ How does public involvement benefit my project or plan?

Public input provides critical information to more fully understand and assess potential impacts from
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Interacting with community members yields insightinto the reasons why they agree or
disagree with proposed plans or projects. The perspective of raditionally undersenved
people can inform the goals and outcomes of planning and project development. Such
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This toolkit is meant to be a collaborative effort and we need your help to continually make it
better. By registering, you can actively participate in the enhancement of the content of this
toolkit. Registration will allow you to view sample files that other users have uploaded, post
comments and initiate new discussions, and submit new information that will help keep this
toolkit up-to-date and relevant for all users.

The Registration process has two major steps:

1. Create a North Carolina Identity Management (NCID) account if you do not have one.
NCID i an identity management and access service provided to state, local, business &
individual users. NCDOT uses NCID accounts to provide secure access to non-public

parts of the NCDOT website. If you do not have an account, follow these instructions to:

2. Register your NCID for access to the Public Engagement Toolkit. In the Comment section

of the form, state that you need access to the Toolki

Tooll

Login

Once Registered, Login to the Public
Participation Toolkit to access and
contribute to Toolkit information.
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