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Managing Documents

As the department board member (county employee), you have access to the internal
SharePoint site (http://pbcauthor/BoardMeetingMinutes) where you manage your documents.

You have the permissions to perform:

e Read/Add/Update/Delete documents
e Review/Approve documents

PBCAUTHOR

Upload/Insert/Update Document Review/Approve

DISCOVER.PBCGOV.ORG

Read-Only/Public View

Uploaded documents will automatically be copied (every 15-20 minutes) to the external
SharePoint site (https://discover.pbcgov.org/Pages/Boards-Committees-Meeting-
Minutes.aspx) where the general public can view the documents.

NOTE: http://discover.pbcgov.org site is “Read-Only” Internet website. You must be on the
county’s network to access http://pbcauthor for website documents management.
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http://pbcauthor/

Upload Document

1. Enter this URL to browser: http://pbcauthor/BoardMeetingMinutes

OR access the workspace directly from the PBC Intranet website
(https://pbcportal.pbcgov.org/) under “Online Services” link

fi HOME {; PBCGOV.COM @8 EMAIL & SIM 1 EGUIDE ADVANTAGE : HRIS :1 HRIS2 & SRS | TED ¢& MYBENEFITS &= UCTRAINING (& UCWEB || EKPI ® JOBS

Ay myPBC Departments Calendars CountywideForms Countywide PPMs  News Publications m Training

Online Services

Employee Info System

COVID-12 Employee Corner
County Cornerstanes
Compensation and Recards A L

Little Black Book

Active Vendors Search
eKPl
Lobbyist Directory

MSDS Online

myGeoNav Countywide GIS
Board Directives

SAP Bl Launch Pad

TeamPBC 2020; A Look Back

2022 Golden Paim Awards ndo Tra ¢ e
Upcoming Events i '
United Way Events -
HRTralning E w
1SS Training Program and Neb EOX
Calendar
Neb Trends Report
1SS Unified Communications
Project and Training eKP s
H “ H ” H
2. Click the “Sign In” link from footer at the bottom of the page
To Login:
a. Type in your PC/SIM User Name
b. Type in your PC/SIM Password
PBC Mission Statement Site Directory Useful Links
To drive a continuous improvement culture of excellence that achieves a measurably high level of public satisfaction. # PBCGOV.com F PBC Business Oppartunities
™ Government @ Volunteer Opportunities
| Readvore 12 Residents & Links
& Business B Publications
@ Things To Do &8 Stay Connected!
B Online Services @ Web Site Disclaimer
[ Departments Q District Locator
Q Jobs B BCC Meetings
o ContactUs & Signin
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3. Click the “New” or “Upload” icon

4. Click the “Browse...” button to browse your document from PC

Add a document

Palm Beach County A
Choose a file ] Browse... ||

Upload files using Windows Explorer instead

Vladd as a new version to existing files

Version Gomments

5. Locate and select your document from PC

IMPORTANT NOTE: Your document must be in PDF format and ADA Compliance.

For more information on ADA Compliance, visit our website:
https://pbcportal.pbcgov.org/ISS/ADAWeb
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6. Click “OK” to upload your selected document

Add a document

Palm Beach County A
Choose a file IC:\Users\sdang\Documentj\Testing,pd1 Browse...

Upload files using Windows Explorer instead

ladd as a new version to existing files

Version Comments

Note: Leave the “Add as a new version to existing files” checkbox by default.
This is for versioning control.

7. Rename your document as the date of the document (Note: the name must be as
follows: Month Day, Year (Committee Acronym) i.e. April 7, 2021 (CRC)

CRC = Contract Review Committee

Add a document

EDIT

BB Mape X
K| D Ez Copy

Check Cancel Paste Delete
In Ttem
Cormmit Clipboard Actions

Palm Beach County

The document was uploaded successfully and is checked out to you. Check that the
fields below are correct and that all required fields are filled out. The file will not be
accessible to other users until you check in.

April 7, 2021 (CRC) .pdf

Select Advisory Board Name
W

Select the year of document

Select the month of document

‘ersion: 1.0
Created at 4/6/2022 3:52 PM by | Sophia Dang_P,
Last modified at 4/6/2022 3:52 PM by | Sophia Dang P.

Check In I Cancel I
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8. Select Advisory Board Name from the dropdown provided

Add a document

EDIT

& B Mg, X
[3 D Ef Copy

Check Cancel Faste Delete
In Item

Commit Clipboard Actions

Palm Beach County

The document was uploaded successfully and is checked out to you. Check that the
fields below are correct and that all required fields are filled out. The file will not be
accessible to other users until you check in.

April 7,2021 (CRC) .pdf

Contract Review Committee v
Select Advisory Board Name
v
Select the year of document
v
Select the month of document
Version: 1.0
Created at 4/6/2022 3:52 PM by | Sophia Dang P.
Last modified at 4/6/2022 3:52 PM by | Sophia Dang P,

Check In I Cancel I

9. Select from the dropdowns the Year and the Month according to the document name
Add a document

EDIT

B BE X
K| D Ey Copy

Check Cancel Paste Delete
In Ttem
Commit Clipboard Actions

Palm Beach County

The document was uploaded successfully and is checked out to you. Check that the
fields below are correct and that all required fields are filled out. The file will not be
accessible to other users until you check in.

April 7, 2021 (CRC) .pdf

Contract Review Committee
Select Advisory Board Name
2021 v
Select the year of document
04 v~
Select the month of document
Veersion: 1.0
Created at 4/6/2022 3:52 PM by | Sophia Dang_P.
Last modified at 4/6/2022 3:52 PM by | Sophia Dang P.

Check In I Cancel I

10.Click the “Check In” button to upload your document
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Edit Document

1. Skip steps #2 and #3 if you're already logged to the website below
2. Enter this URL to browser: http://pbcauthor/BoardMeetingMinutes

OR access the workspace directly from the PBC Intranet website
(https://pbcportal.pbcgov.org/) under “Online Services” link

fi HOME {; PBCGOV.COM @ EMAIL & SIM 1 EGUIDE ADVANTAGE :i HRIS i1 HRIS2 # SRS L~ & MYBENEFITS & UCTRAINING (@ UCWEB || EKPI ® JOBS

A1 myPBC Departments Calendars Countywide Forms  Countywide PPMs

Online Services

Online Services

Active Vendors Search genda
eKPI B

Lobbyist Directory

MSDS Online

myGeoNav Countyy

SAP BI Launy

TeamPBC 20

2022 Golden Palm Awards Certif] do t o (TE:
Upcoming Events E»
United Way Events
HRTraining EBen
1SS Training Program and CM! Web E
Cal r Web T ds Reg
1SS Unif G
Project KP S
3. Click the “Sign In” link from footer at the bottom of the page
To Login:
a. Type in your PC/SIM User Name
b. Type in your PC/SIM Password
PBC Mission Statement Site Directory Useful Links
To drive a continuous improvement culture of excellence that achieves a measurably high level of public satisfaction. # PBCGOV.com F PBC Business Opportunities
M Government @ Volunteer Opportunities
| Head Mory & Residents & Links
& Business B Publications
& Things To Do 08 Stay Connected!
BB Online Services @ Web Site Disclaimer
[ Departments Q District Locator
Q Jobs B BCC Meetings
o Contact Us & Signin
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4. Locate the board name and click the expand arrows to see the year(s) listed

4>>: Infrastructure Surtax Independent Citizen Oversite Committee (2)

a¥ear: 20217 (2)
= May 20, 2021 (ISICOC) = 2021 05 =
= February 18, 2021 (ISICOC) 3 2021 02 =

5. Locate the year and click the expand arrow to see documents listed in descending order
of year and month

4>>: Infrastructure Surtax Independent Citizen Oversite Committee (2)

aYear:2021(2)
< May 20, 2021 (ISICOC) 2 2021 05 =]
< February 18, 2021 (ISICOC) ¢ 2021 02 =]

6. Click the “Edit” icon

4>>: Infrastructure Surtax Independent Citizen Oversite Committee (2)

a¥Year: 20272
= May 20, 2021 (ISICOC) = 2021 05 E}
= February 18, 2021 (ISICOC) 3 2021 02 B
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7. Modify information as needed and click the “Save” button to make the changes

May 20, 2021 (ISICOC) pdf
Infrastructure Surtax Independent Citizen Oversite Committee v
Select Advisory Board Name

2021~
Select the year of document

05w
Select the month of document

| e |

Delete Document

1. Skip steps #2 and #3 if you're already logged to the website below
2. Enter this URL to browser: http://pbcauthor/BoardMeetingMinutes

OR access the workspace directly from the PBC Intranet website
(https://pbcportal.pbcgov.org/) under “Online Services” link

fi HOME {; PBCGOV.COM @8 EMAIL & SIM 1 EGUIDE [ ADVANTAGE :i

\' myPBC Departments Calendars CountywideForms  CountywidePPMs News Publications m Training

Online Services

Employee Info System

Online Services

A L

B
BCC DOD. (Decuments On Demand

Boards and Committees Meeting Minutes
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3.

Click the “Sign In” link from footer at the bottom of the page
To Login:

c. Type in your PC/SIM User Name
d. Type in your PC/SIM Password

PBC Mission Statement Site Directory Useful Links

To drive a continuous improvement culture of excellence that achieves a measurably high level of public satisfactios # PBCGOV.com F PBC Business Oppoertunities
-~ mment

| Readvore

& Volunteer Opportunities
% Residents
& Business
& Things ToDa
I= Online Services
[ Departments
Q Jobs
o ContactUs

4. Locate the board name and click the expand arrows to see the year(s) listed

4>>: Infrastructure Surtax Independent Citizen Oversite Committee (2)
a¥ear: 2021 (2)
< May 20, 2021 (ISICOC) 3 2021 05
Februar}r 18, 2021 (ISICOC) 2 2021

b

02

5. Locate the year and click the expand arrow to see documents listed in descending order
of year and month

4>>: Infrastructure Surtax Independent Citizen Oversite Committee (2)
aYear:2021(2)

< May 20, 2021 (ISICOC) 3

=

2021 05

February 18, 2021 (ISICOC) #2021 02
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6. Click the “Edit” icon

4>>: Infrastructure Surtax Independent Citizen Oversite Committee (2)

a¥ear:2021(2)
= May 20, 2021 (ISICOC) 2 2021 05
= February 18, 2021 (ISICOC) 3 2021 a2

7. Click the “Delete Item” button from the left top corner

BROWSE = EDIT

.
E m BE@C
Save (Cancel Paste

X

Commit Clipboard

ADJUST FONT SIZE: +— RESET

v|in]o] { [
8 Patv Beach County

Discover the Palm Beaches...
the Best of Everything

Palm Beach County

Business  Things To Do

Home Commissioners ~  Government  Residents

Online Services  Dej

BOARDS AND COMMITTEES MEETING MINUTES

(May 20, 2021 isicoc) ) pdf

Infrastructure Surtax Independent Citizen Oversite Committee v
Select Advisory Board Name

2021 v

Select the year of document
05 v
Select the month of document

8. Click the “OK” button to confirm or “Cancel”

Message from webpage

0 Are you sure you want to send the item(s) to the site Recycle
Bin?

Cancel
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View Uploaded Documents

1. Goto: https://discover.pbcgov.org
2. Uploaded documents can be viewed on the County homepage website under “OPEN
GOVERNMENT” section with the name “Boards & Committees Meeting Minutes”

COVID-19

VACCINE

Get Vaccination Information >>
for Pailm Beach County here

7= STUDENT INTERNSHIP OPPORTUNITIES [3 GUIDETO SERVIEES (53 BUDGET FY 2023 W SPECIAL DISTRICTS
A\ ONE-PENNY SALES SURTAX % PUBLIC RECORDS REQUEST £l PBCINTERACTIVE A\ FLO0D Z0NEMAPS

MARCH 22, 2022

BCC Briefs for April 5, 2022

At the April 5, 2022 Board of County Commissioners meeting, the board
took the following action: ...

! National County Government Month

At the Board of County Commiissioners meeting on April 5, 2022,
Commissioner McKinlay sponsored a prociamation declaring April 2022 as
National County Government Month in Palm Beach County. ...

Countywide Community Revitalization Team Virtual Public Meeting ek Boefs: CWit/2 |

BCC Zoning Calendar |
Join the Countywide Community Revitalization Team (CCRT) for a virtua BCC Meetings On Demand - |
WebEx meeting hosted by the Office of Community Revitalization (OCR) on BCC Planning Meetings -

Tuesday, April 19,2022 at 10a.m. ... BCC Zoning Hearings -
BCC Meetings Schedule

BCC Workshop Schedule

Boards & Committees Directory

Boards & Committees Meeting Minutes

Palm Beach County Victim Services & Certified Rape Crisis Center
Asks for 604 Supporters to Stand Strong for Survivors of Sexual
Violence

County Code

Public Records Request

BT DS 6B ®68 O 0

April is Sexual Assault Awareness Month (SAAM). The theme for SAAM 2022
is “Centering Survivors in Care, Community & Change.” On Tuesday, April 5,

fromSto7pm. .. DEPARTMENT SPECIFIC INFORMATION
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Technical Support

Network Operations Center (355- HELP)
NetworkOperationsCenter@pbcgov.org

SharePoint Services Team
ISS-WebServicesTeam@pbcgov.org

Note: Submit your requests for the permission to upload documents to the boards and
committees meeting minutes’ workspace to Sophia Dang at sdang@pbcgov.org.
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