COUNCIL ON ENVIRONMENTAL
QUALITY

USING TEMPLATES TO DEVELOP NOTICES
FOR THE ENVIRONMENTAL MONITOR /

Updated 6/10/2020
(new log in procedure related to Sitecore Upgrade of 6/6/2020)

(New Cancellation Notice for projects cancelled for Non-CEPA
reasons — 6/9/2020) 1
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Why Publish in the Environmental Monitor?

Sec. 22a-1a-5. (b) Adoption and amendment of agency-specific environmental classification documents.

Sec. 22a-1a-6. (e) Public scoping notice, or (f) Public scoping meeting.

. 22a-1a-7. (a) Post-scoping notice:
1) the agency intends to prepare an environmental impact evaluation (EIE), or
2) Needs more time (six months), or
3) the agency will not prepare an EIE, or although not required
the agency has cancelled the project/action.

(a) The sponsoring agency shall publish notice of the availability of an EIE.

(c) A separate notice of public hearing regarding an EIE.

. 22a-1a-10. (d) The sponsoring agency shall provide a notice of the record of decision.

(e) The Office of Policy and Management (OPM) shall publish its determination of adequacy.
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List of Availlable Templates:

Scoping Notice

Scoping/Post Scoping - Need More Time
Post-Scoping Notice

EIE - Notice of NEW Public Hearing

EIE Notice

Agency's Record of Decision

(Just OPM) OPM Review of the Record of Decision
Land Transfer Notices (Steps I-V)

Cancellation Notice — Non-CEPA (hew)
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Same Process for Developing Notices:

1)Navigate to agency folder and notice subfolder;

2)Create a blank page;

3)Insert template text into new page;

4)Modify text from template and save changes;

5)Submit notice for publication;

6) CEQ will approve, approve with minor changes
or reject;

7)Notice gets published!




New log Iin procedure,
as of 6/9/2020: @ SITECORE

« Go to the SiteCore
Authoring Login:
authoring.ct.gov/sitecore/

» Enter credentials:
User Name:
first.last@ct.egov.com
Password: XXXXXXXXX.

M Rememberme | Forgotyour password?

e Log In
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X+

Experience Editor — - ¢ o
edit webpages ()

Clicking on the table icon wiill

Media Library R | get you back to this screen
upload and Store\ e from wherever you are in Sitecore
media files (PDF,

Images, word docs,

etc)

« May be easier to
upload media files
(not webpages) that
you will want to link
to in the “notice”
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Navigate to
your agency'’s
folder in Media
Library

Select sub-
folder that you
want to hold
the media files

Select upload
files

¢« > c

IGATE REVIEWY PUBUSH VERSIONS

=, Upload File
i) Media folder

4 | Media Library

] Access
1 AdvocatesComer
o AG
i AgingandDisabilicy
3 BFRE
i BORP
i Business Poral
[ CAES
{0 Cerizus2020
J cEQ
. Civironmental Monitor Archives
] Annual Reports images
@ czalozos
@ ceq_logos
] Env Mon Uploaded files
] lrems o delets
jggPPiotices in Word
nitor_banner
¥ NOVslssuedbyDEEPProgram2013
™ Charts_of NOVs_by_Recipent_Types_2011_(2)
™ Pet 13104 Comments final
DEEP Review Bethel Water Storage Tank August 2 2019
™ 2020-01-07 Bethel Chestnut Ridge Memo of Findings
™ 2020-01-07 Bethel Chestnut Ridge Ervironmental Summary
™ Bethel Chestrut Ridze Water Storage Tank response to DEEP
™ Annual Report_2016
= Annual Repars 2015
= (T River Image cropped
= LIS sunsex cropped
= woods and waterfall pic cropped2
= 00TitleTOCpdf
= Environmental Monitor - Current lssue

[=] Printable Versien lcon

PRESENTATION

= UConn Landfill - Comment on Reguest to Reduce Monitoring Freguency

‘Content Editor

& UConn's Long Island Sound Obs: X | [ Water Temperature = Long lslanc X

(O Media Library

MY TOOLBAR

x

- m corere [ @

x  +

8 authoring.ct.gov/sitecore/shell/Applications/Content%20Manager/default.aspx?he=Media+Library8ipa=18&ic=Applications%2f16x16%2fpho

Optians

& Upload file

Media

(@ Upload files (advanced)

L] New Folder

Environmental
Monitor Archives

Zitems

NOVslssuedbyDEEPProg

2usagss

Annual_Report_2015

1 usage

Press Release for Fuel
for Thought
December 2019

1 usage

Annual Reports
images

5&items

Charts_of_NOVs_by _Reci
Zusages

CT River Image
cropped

1200 x 200

Fuel for Thought
Recommendations to
Reduce the
Incidences and

Pet 1310A Comments
final

1 usage

LIS sunset cropped
00

Images

Bitems
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Select
“Choose
file”

\Cans Long and Soued Ot 0 | 5 Water Tomperstire s Long e 1 () Mes

C & athoringatgov/it et ) 7o 3 =1 a¢ 0 0:

2 B it Ly

Select the

VR " Eha tie R )

LR L

Ustemosdied Tope
rE

files you B

[SLEES el

want to | ——

¥ Evoomeasl oner s Dwtrnh weriog mada es

b {1 demaa Fagem upm

upload from = SR

+ 4] o g St
b ¢ meam s

¥, 0 B o M

your .
computer |
or network

drive el =

FrvsRebease fx Tusd m 7 y Wintmanthkpeifridgesen
For Thaaght Recommendaton . - : [ Ymuges

Select / - = S

“Upload”
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 Once all files are
uploaded, select the
table icon to get back
to the Experience
Editor

Navigate to
“authoring.ct.gov/ceq”

ﬂ Connecticut Council on Environr X u Connecticut Co

<« = C 8 authoring.ct.gov/ceq
R ————

i Board of Regents for Higher Education

12 Connecticut Airport Authority

(Z Edit background image|
[#Enable: Alert Bar




WA\

ﬂ Add Content, Images, and Mare X | Enviranmental Monitor - Current X | u CEQ-beta x u CEQ-beta x —+

&

 In the
Experience
Editor, sele
“VIEW”.

8 authoring.ct.gov/ceq-beta

PRESENTATION EXPERIENCE VERSIONS VIEW

{1 Determination of Adequacy

'] ECD Nofice:

Check the i

bar” button if '

not already
visible

{0 Post-Soaping Notics

i1 Plisu ui Dewzinn

{ {3 Seoping Natice

Connecticut State

CEQ-beta

Click on “>”
to navigate to —
the state = b
agency folde —

and the s
proper notice e
folder type

Most Popular

Publications

Envircnmental Monitor >

Search CEQ-beta Environmental Update

Environmental Reviews >

News Releases >

e Then select
“GO,,
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Click on the
“HOME” tab

Select “Inser
page” fro
directly
underneath the
“HOME” tab

Click on the
“DSF Legacy
Page” icon and
enter the name
of the file

Click “OK”

Bl Add Content, Images,

Mare X | o tor - Curren

C @ authoring.ct.gov/?s

x | @ ceQ-bem

cbf-99df-272433541 &sc_ee fb=false

‘You must lock this item before you can editit. Lock and Edit

CO00 Smewewste

onnecticut State

[2a] CEO beta

Enable: Alert Bar

Insert ltem

Select the itemn that you want to insert and provide a name for it




@ Add Content, Images, and More X | @ Eenvironmental Monitor - Current X | [l CEQ-beta % @ Example Type name heere x +

& c @ authoring.ct.gov/?sc_itemid={34699ED0Q-996A-4E0D-BAD4-D3427BFCT7421}8sc_lang=endisc_db=master&sc_device=%7bFESD7FDF-89C0-4D99-9AA3-BSFBDO0SCIF3%Td&Ls:

PRESENTATION EXPERIENCE VERSIONS

e Click on the
“No text in
s = 1 De =1 Rename m 1 My Items o 1
- Bl (=] L | (o { ) Le [x]
f I d 7 b t Edit  Other nsert page o Displsynsme Unlock <@ Workbox Publish Coment  Sestings Markup  Validation Cloze
pe n th e b S i C Tz > Portal > CEQ-beta > OPM > ScopingNotice > Example Type name heere Edit
m The item is in the 'Draft’ workflow state in the 'CEQ Workflow’ workflow. Submit

Official

—L Covmecticut’
Elguu M‘I’Hﬂ? Search Connecticut Government...

Connecticut State

Select the “edit &l | CEQ-beta
the text” tool
(pencil) to
open the “Rich
Text Editor”
(RTE)

i ZEnable: Alert Bar

Add to Agency Navigation  Add to Section List  Add/Edit Teaser  Add/Edit Meta Data  Toggle Show Page Title

Z b U &£ B Usage1 k.

CT.GOV HOME CEQ-BETA EXAMPLE TYPE NAME HEERE

[No text in field]
Environmental Monitor

Annual Report

Remember to o
save often (at ——

About Us

least every 19 S—
minutes!) S o e

by Keyword
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e |In the RTE Rich Text Editor ~
WindOW, SeleCt the MY .= ) I"J."C”" Q" 5 Bl appiycssa - B

Mormal Agencys Record of Dedsion

EIE - Motice of Public Hearing

“Insert code .

Land Transfer Motices Step 1
Land Transfer Motices Step 2

snippet”. button to
access the list of e
templates et
Select the

template that you

want to edit to

create the notice

In this example,
we selected
“Scoping Notice”.
Once you click on
the notice, it will
insert the text
into the RTE

* Click on “Accept”




HOME PRESENTATION EXPERIENCE VERSIONS VIEW

e n » =2 Rensme —n B My ttems . »
= o x { E

£ » o
Edit  Other nsert page =] Displayname Unlock < Workbox | Publish Content  Sectings Markup  Validation

% > Portal > CEQ-bets > OPM > ScopingNotice > Example Type name heers - Ediit

The item is in the 'Draft’ workflow state in the 'CEQ Workflow’ workflow. Submit

Use the basic
text editor to | EET

EXAMPLE TYBE NANE HEERE 7 b U Bl Usage1 | g e

innc in the Lrockets are meont to assist agency stoff complete the notice. P

1 ! Y
m O d I fy t h e te Xt Environmental Monita instructions and brockets prior to submitting for publication - including this note.
O r use the “Ed it swal Report Notice of Scoping for [name of project or action]
Publications 3 Project Title: [include this line only if the sponsoring agency’s title is different than the project

yy - bove.]

the text” icon e
H About Us

(pencil) to

access the RTE

Municipality [Use “es” if multip/z.] where proposed action might be located: [cities/tow

Address ["es” [f multiple] of possible location: ["s” if muftiple]:
Internships
Project Description:

Search CEQ-beta Project Map [s” if multic M[L'Jq to view a map of the project area.

P

ments from the public are welcomed and will be accepted until the clos
business on: [Insert Date in red bold type.]

There will be a Public Scoping Meeting for this proposed action: [Delete if no meeting i<

To link some text

DATE: [Insert Date in red bold type.]

to a webpage or
file, select the s

[Delete this paragraph if meeting is scheduled] Any person may ask the sponsoring agenc
a Public Scoping Meeting by sending such a request to the address below. If a meet

text and then
click on the

requested by 25 or more individuals, or by an association that represents 25 or mor
members, the sponsoring agency shall schedule a Public Scoping Meeting. Such req
be made by [Insert Date in red bold type.].

ke I n Se rt a I I n k Additional information about the project can be viewed in person at [Locotions] and online at:
v

LN

e
<

=

i
=
™
()
b

icon. ad

Insert Link

Navigate to or search for the item that you want to insert a link to.

5) sitecore -
4 & content

[

Portsl

04 Error Page

) Access Denied

] About

A Access Bera

A Ac

A AgingandDisability
A =FoE

A soep

(] Business Ports
A cass

A CEQbe

A crc

A CHRO-bets
A co
A qs

"} Connecticur Cybersecurity Resource Page

A CTCDD-Eeta

A cTData
A cTos
A CTPrepares

A TTime

m concel

10:41 AM

1 020 E‘
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In the “Insert
Link” dialog box,
you can link to
existing
webpages in
“Internal Link”
“Content” OR
other files
(images, PDF,
word docs, etc
in the “Medi
Items” tab

Navigate to the
appropriate
folder and select
the webpage or
media item and

Insert Link

Mavigate to or search for the item that you want

MEDIA ITEMS

SEARCH

2 W% Contenc

a4 5 Portl
¥ [ 404 Error Page
b 7 Access Denied
b 1 About
b A AccessBeta
r ArG
b A AgingandDisability
» A BFPE
» A sopp
¥ ] Business Portal
b A caEs

A CEQ-beta

» A CFC
» A CHRO-bets
» AcpD
P A s
b F
b A CTCDD-Beta
b A CTData
v A cCTDsE
3 A CTPrepares

b A TTime

select “Insert”

o insert 3 link to.
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In the “Insert
Link” dialog box,
you can link to
existing
webpages in
“Internal Link”
“Content” OR
other files
(images, PDF,
word docs, etc)
in the “Media
Items” tab

Navigate to the
appropriate
folder and select
the webpage or
media item and

Insert Link

Mavigate to or search for the item that you want

MEDIA ITEMS

SEARCH

4 W% Content

a4 5 Portl
¥ [ 404 Error Page
b 7 Access Denied
b 1 About
b A AccessBeta
r ArG
b A AgingandDisability
» A BFPE
» A sopp
¥ ] Business Portal
b A caEs

A CEQ-beta

» A CFC
» A CHRO-bets
» AcpD
P A s
b F
b A CTCDD-Beta
b A CTData
v A cCTDsE
3 A CTPrepares

b A TTime

select “Insert”

o insert 3 link to.



COUNCIL ON EN

Alternat|ve Link &R&SSSTs
MethOd Mmooy R E D - &~ B Bl-soycsg - B 7 [l =

Morma ¥ a-:'f’ a B 7 gg 9 g
ctions in the brackets are meant to assist agency staff complete the notice. Please delete all instruchions and brackets prior to submitting for =
publication - including this note.]

Notice of Scoping for [name of project ci | o1 Hypertiic Manager > x|

Rl Anchor E-Mail

I
I
i

=8 S T EE XL

* Click on the

“edit the text”
icon (pencil) to —— -
Open the RTE “es”if mfiltiple] of possible location: ['s”if mulfiple]: R e — =

Select the text
that will be

linked and then
select either t
“Insert SiteCo
link” icon for
webpages or
the “Hyperli
Manager” icon
for media files,

anchors, and
email  You can also paste a hyperlink into the URL Box

OK || Cancel
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[l Add Content, Images, and More % | [l Enviranmental Monitor - Curren: X | CEC-beta

itemid={34699ED0-S

PRESENTATION EXPERIENCE VERSIONS VIEW

[ Display rame cbox s Markup  Validation a

Edit P
Enter a comment
> Portal > CEQbeta > OPM > ScopingNotice > Example Type name heere B | Edic |

. Camme:

When done editing, click e s . ]

the “Save changes” icon. e 1
In the Experience Editor,

what you see is the wa R o T e e 1 s o

Environmental " ionitor instructions and befkets prior to submitting for publication - including this note.]

th e We b pag e Wi I I ap p Annual R=port MGtice of Scoping for [name of project or action]

P ulications #{Inciude this line only if the sponsoring agency's title is different than the project/actior

to the public.

Meetings

Municipality [Use "ies” if multiple.] where proposed action might be located: [cities/towns]
About Us

Address ["es" if multiple] of possible location: ["s” if muitiple]:
Internships

Click the “Submit” text projc escpion:

Search CEQ-beta Project Map ['s" if multiple]: ere [Link] to view a map of the project area.

to S u b m i t fo r ap p roval y Written comments from the public are welcomed and will be accepted until the close of

ad d any g] Ote S t h at yo u There will be a Public Scoping Meeting for this proposed action: [Delete if no meeting is schec
want for the transmittal,

click “OK”
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Questions?

Sitecore tutorials: https://portal.ct.gov/Training
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Access and Permissions:

Cil-customerservice@egov.com

Connecticut
Interactive
An NIC Company



mailto:ci-customerservice@egov.com
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Contacts:

Peter Hearn, Executive Director
Peter.hearn@ct.gov
860-424-4000

Paul Aresta, Environmental Analyst 11
Paul.Aresta@ct.gov
860-424-4000

Thank You



mailto:Peter.hearn@ct.gov
mailto:Paul.Aresta@ct.gov
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