QuickStart Guide to the Public Notice Calendar

http://apps.tn.gov/pmn
Public Bodies: Boards, commissions, divisions

Access Levels:

· Owners: Can do almost anything in the calendar for their agency – edit, post, cancel, set up public bodies, and assign people to post for public bodies.
· Posters: Can edit, post, and cancel only their own entries.

· Draft Only: Can write notices and put them in a queue for someone else to review and release to the public. Most restrictive level of access and not recommended.

To log into the Public Notice Calendar, go to http://apps.tn.gov/pmn
Log-in is at bottom of page. After you log in, you will see Public Notices and Public Bodies on the left side of the screen.

Before any meetings are added, you must create a public body.

To add a board/commission/division:

1. Choose Add under Public Bodies.

2. Enter Public Body Name – the name of your board/commission/division.

3. Select your agency/department.

4. Enter street address for the location of the meeting. Each time you add a meeting for this division/board, this address will automatically be entered.

5. Enter street address 2. This can be the name of the building, floor, conference room, the location of the meeting.

6. Enter the city, county and zip code for the meeting.

7. Adding a website is optional but can be useful for letting people know where the site is.

8. Do not enter a start or stop date unless the public body has been established for a specific purpose and will be dissolved afterward.

9. You must enter ADA information. List instructions for those with disabilities. If you do not have information to enter, include a phone number for consumers to call for information.

10. Electronic Participation – streaming video, e-mail.

11. Other – enter any other information you would like to include.

12. Enter contact person, e-mail and phone number.

13. When all information is entered, click Add to create the public body.

14. If you need to edit the public body, click on Search under Public Bodies.

To post a notice:

1. Under Notices, choose Add.

2. Enter the notice title (name of meeting. Board meeting/ etc.).

3. Choose your department/agency if not already selected.

4. Select public body name – all boards/commissions entered for your department will be in the drop-down menu for Owners.  Posters will only see the boards/commissions to which they have been assigned.

5. The street address, city and zip code should automatically populate when you choose the public body.

6. To enter the start date – click on the calendar icon and select the date. The time is at the bottom of the calendar. Click in the time box to enter the time. Choose apply in the right corner of the calendar box to apply the date and time. If you need to clear the date and time, choose Clean in the left corner of the box.

7. Enter end date. If no end date, select Clean in the calendar icon.

8. Enter any deadline date.

9. Description/Agenda – Enter the agenda for the meeting. The agenda can be attached but it also needs to be typed or pasted into the agenda box. The box is searchable when the public is looking for meeting notices.

10. ADA and electronic participation information should automatically populate, but are editable.

11. If the meeting is an emergency notice, click on the box next to Yes.

12. Attach any agendas.  As of June 1, the size limit per attachment is 1 MB, but that will be increasing to 4 MB.

13. Preview Notice lets you check the information before publishing.

14. When finished, you can save the draft, publish or publish and create a new notice.

15. To edit any notice, click on Search under Notices. Enter public body to edit and click on show results.

16. The Dashboard feature under Notices will list all meetings you have published, along with any drafts you have saved.

Upcoming public meetings and other public participation opportunities should be posted in the calendar whether they are replicated elsewhere on the agency website or not.
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