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Welcome to the home page of the new rules.sd.gov. You will see a variety of helpful links through-
out the page. The links you are probably most interested in are those listed under the "AGENCIES”
heading.

The numbers behind each agency represent the number of current proposed rules that specific
agency has at that moment. If there is not a number, the agecny simply does not have any active
proposed rules.

Archive Administrative Rules List (LRC) Interim Rules Review

The administrative agency rulemaking notices and proposed changes prepared by each agency for its rulemaldng

BRules Mannal proceedings are made available on this website free of charge, If vou have any questions about the content of a notice,
please contact the agency at the telephone number provided in the nodee. Rules are archived 20 days after filed with
Secretary of State.
State Register

State Agencies —

Bureau of Administration Department of Human Services
Email Notifications
Bureau of Finance and Management Department of Labor and Requlation (1)
Bureau of Information and Technology (2) Department of Military
State Homepage
pag Bureau of Human Resources (15) Department of Public Safety
Legislative Research Department of Agriculture (1) Department of Revenue
Council . o q
Department of Corrections Department of Social Services (1)
Department of Education Department of Tourism (1)
MNore: Thic page is provided as a
public service and does not constitute Environment and Natural Resources Department of Transportation
official public notice unless otherwise
provided by law. Every effore will be Department of Game, Fish & Parks (1) Department of Tribal Relations

made to keep this page up-to-date.
However, any inadvertent onission
will not invalidate action taken
concerning a public notice. Following

Governor's Office of Economic Development (1) Department of Veterans Affairs

Department of Health

expiration of comment deadlines,
public notces will be removed from
this page.

Home | Archive | Adminiztrative Rules List (LRC) | State Homepage

® Copyright 2013 - State of South Dakota
Accezsibility | Privacy | Disclaimer




Once you click on the agency you select, you will get a list of proposed rules for that agency. As
you can see below, it shows the Title of rule, short description, public hearing date, interim commitee
hearing date and the comment deadline.

The user can click on the title of the rule to navigate to the proposed rule details.

The user can also click on the comment deadline date for that rule and submit a
comment.

MINISTRATT y
RULES e

Archive Administrative Rules List (LRC)

Rules Manual

Bureau of Information and Technology

SRl Click on rule for more detail and information.

State Agencies —

Interim

Comment
Deadline

09/17/2013

Short Description Commitee
Hearing

Email Notifications

0984A: DO5 -
0D001-AS00 -
Replicator

Replicator - requlation 20 -
3dPrinters

09/18/2013

State Homepage

Legislative Research New mandatory rules will be
Council implemented to all agencies
658952 - that require documents to
00A99 - be printed on both side of
Nore: This is provided as a Implement t. This will reduce waste
public sen'ii:g;’d ;’-‘E‘ not constitute mal:ladatur\r ::dpereduce printer turn over. 10/01/2013 10/15/2013 09/25/2013
official public notice unless otherwise Double sided It should also be noted that
provided by law. Every effore will be o - -
made to keep this page up-to-date, printing repair and maintenance
However, any inadvertent omission schedules will be reduce by
will not invahidate acton taken 40%a.

concerning a public nouce, Follovang
expiraton of comment deadhnes,
public notices will be removed from

this page.

Home | Archive | Administrative Rules List (LRC) | State Homepage

2013 - State of South Dakota
ty | Privacy | Disclaimer




When the user clicks on the title, thay are brought to the detail page. This is where they will see
the detailed items for their selected proposed rule. It has the broken down information about the rule
plus the readable PDF’s for Public Notice, Proposed Rule, Latest Version of Rules (with amendments),
Adopted Rule, Fiscal Note, Letter of Approval, Agency Rules Hearing minutes & audio and Interim
Rules Hearing minutes and audio.

There is also an area of “Important Dates” which lists the Public Hearing, Comment Deadline,
Interim Rules Commitee Hearing, Filed with Secretary of State, and Rule Effective dates.

When the user clicks on one of the buttons, a PDF of that detail will open.

RULES

Rudes Manual Bureau of Information and Telecommunications

Archive Administrative Rules List (LRC) Interim Rules Review

0984A: 005 - 00001-A900 - Replicator

Stare Regizt
ate Register Replicator - regulation 20 - 3dPrinters

State Agencies —

Email Notficatons New content is added below as the dralft rules move through the rule-making process.
[ Public Notice |
[ Proposed Rule ]
Important Dates
State Homepage e
Public Hearing: 09/18/2013
Legislative Research
Council Comment Deadline; 09/17/2013

Interim Rules Committee Hearing:

Mote: This page is provided as a
public service and doss not constitute
official public notice unless othermise .

provided by law. Every affort will be Rule Effective:

made to keep this page up-to-date. Interim Rules Hearing

Howrever, any inadvertent onxission

will mot invalidate action taken

concaming a public notice. Pollowing

expiration of comment deadlines,

public notices will be removed from :
thiz page. Agency Contact: Randy X mal tos

BITAdminRues Sstate.s0,us

Agency Rules Haaring Filed-Secretary of State:

Home | Archive | Adminictrative Rules Lict (LRC) | State Homepape

& Copyright 2013 - State of Sowth Dakota
Accessibility | Frivacy | Disclaimer




Comments

When the viewer clicks on the date, thay are brought to the comment page. This is where the user
can now enter the required fields and enter their comment. They will be notified with a message that
insures the comment has been submitted.

RULES
Administrative Rules List (LRC) Interim Rules Review

Enter comments for A-97865 : B99 001 01 10 11 00 01: Bureau of Information and

Telecommunications
Commenter * Required  Address
City * Required State * Required
Zip * Required
Email Phone

Comments * Reguired




Email Notifications

RULEE

Home Archive Administrative Rules List (LRC) Interim Rules Review

Submit your email address to receive email updates from

Rules Manual

your chosen agency when a new rule is created.

State Register

State Agencies —

Email Notifications Bureau of Administration Bureau of Finance and Management

Bureau of Human Resources Bureau of Information and Telecommunications
State Homepage Department of Agriculture Department of Corrections

Department of Education Department of Environment and Natural
Legislative Research
Council Department of Game, Fish, and Parks Resources

Department of Human Services Department of Health

Note: This page is provided as a Department of Public Safe Department of Labor and Regulation
pa pa g

public service and does not constitute

official public notice unless otherwise Department of the Military Department of Social Services
provided by law. Every effort will be
made to keep this page up-to-date.
However, any inadvertent omission
will not invalidate action taken

Department of Transportation Department of Tourism

concerning a public notice. Following Department of Veterans Affairs Department of Tribal Relations
expiration of comment deadlines, g a
public noices will be removed from Governor's Office of Economic Development

this page.

Home | Archive | Administrative Rules List (LRC) | State Homepage

‘B Copyright 2013 - State of South Dakota
Accessibility | Prvacy | Disclaimer

When you click on the “"Email Notifications” menu item on the left-hand side menu, it brings you to
the page above.

The user can now choose which agency they would like email updates from.

An email will be sent to the user whenever there is a new proposed rule submitted on the website
from the agency they selected.
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Archive Administrative Rules List (LRC) Interim Rules Review

Submit your email address to receive email updates from

Rules Manual

your chosen agency when a new rule is created.

State Register
State Agencies —

Email Notifications
First Name * Required Last Name * Required Email * Required

State Homepage

Legislative Research

Council

Mote: This page is provided as a
public service and does not construte
official public notice unless atherwise
provided by law. Every effort wall be
made to keep this page up-to-date.
However, any inadvertent omission
will not invalidate acton taken
concerning a public notice, Following
expiration of comment deadhnes,
public notces will be removed from
this page.

Home | Archive | Administrative Rules List (LRC) | State Homepage

) Copyright 2013 - State of South Dakota
Accessibility | Privacy | Disclaimer

When the user chooses an agency, it brings them to the next screen where they enter their
information to subscribe to emails.

A batch program will be ran every 12 hours to look for new rules and send an email blast.
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Admin Login

Below is an example of what the Admin Log-in Page looks like.

Your log in ID is your NT Windows Log-in ID (ex. itpr15659)

First time log-in password is: password

RULES

Login — |
Password —

..Advanced

You will then be asked to change your password before continuing. The password must be at least
8 characters with at least 1 number.

T T R T TSI T T TV Fammaci-iaes ey o nrs poreTE

Stk
RULES

Be sure to fill in your login id and password along with your new
password and confirmation. Then click 'Change'

Login —
Password —

....Advanced

MNew Password —

Password Confirm —




New Rules

RULES

Edit
Delete

Edit
Delete

Edit
Delete

24

32

36

0934A: 005 - 00001-
A900 - Replicator

658952 - DOA99 -
Implement manadatory
Double sided printing

1001100111010011

ADIVILI

Rules List | Contacts List | New Contacts | Public Admin Rules | LogOut

Replicator - regulation 20 - 3dPrinters

New mandatory rules wil be implemented to all agencies that require
documents to be printed on both side of paper. This will reduce waste and
reduce printer turn over. It should also be noted that repair and maintenance
schedules wil be reduce by 40%.

all technical manuals must now be written in machine language

Once you have successfully changed your password, you will be brought to the “rules list”. As you

see above, it is a list of all current proposed rules that are active.

To enter a new rule, click on "New Rules”.
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Rules List | few Rules | Contacts List | Mew Contacts | Public Admin Rules | LogQut

Rule has been posted.

Tile * Reguired
- Public Motice (.pdf) = anJlrec

COrginal Draft Rules {. pdﬂl * Required

Short Desc = Required Admendments Original Draft {.pdf)

Browse...

Adopted Rules {.pdf)

Agency Hearing Audio (wav)

Public Hearing [ {Click Icon) * Required Browse.__ N ote n
| |

Agency Hearing Minutes (. pdf)

Browse... YOU MUST
insert the FULL link.

Comment Deadline [ {Click Icon)  * Required

Interim Hearing Audio (link)

Interim Hearing T (cick teon) Ex.: https://www.websitehere.com
— Interim Hearing Minutes (link) _ _ _
Files 505 O (chck 1com) If not, it will not re-direct
e correctly. There will be a “Test
Rules Effective =2 P Link” button on the live site

that allows you to be

Letter LRC Approval (.pdf) sure you entered the

correct link.

Business Impact Statement (. pdf)

That brings you to the page where you can upload all available files in it's respective file type.

PDF (Interim Hearing Audio & Agency Hearing Audio) files are the only file types accepted. For a
how-to for creating a .PDF document from Microsoft Word, continue to next page.

An asterisk (*) is after each field that you are required to enter. The new proposed rule will not
display without that information.

Once you have entered all available information about the new proposed rule, click submit and the
rule will automatically go live on the website to be viewed by the public.

After the new rule is submitted, you will be re-directed back to a blank new rule form. There you
will get notification that the rule has been successfully posted.

To see the Rules List, click on Rules List. 10



How to create a .PDF document
in Microsoft Word

1. Click the Microsoft Office Button image, point to the arrow next to Save As, and then click
PDF or XPS.

2. In the File Name list, type or select a name for the document.

3. In the Save as type list, click PDF.

4. If you want to open the file immediately after saving it, select the Open file after publishing
check box. This check box is available only if you have a PDF reader installed on your com-

puter.

5. Next to Optimize for, do one of the following, depending on whether file size or print quality
is more important to you:

o If the document requires high print quality, click Standard (publishing online and print-
ing).

e If the print quality is less important than file size, click Minimum size (publishing online).

6. Click Options to set the page range to be printed, to choose whether markup should be
printed, and to select the output options. (Find links to more information on these options
in the See Also section.) Click OK.

7. Click Publish.

If you want to make changes to the PDF after saving it, return to your original Microsoft Word
file in which you created it and save the file as PDF again.

11
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RULES UL

Rules List | New Rules | Conftacts List | New Contacts | Public Admin Rules | LogQut

s

0984A: 005 - 00001~
24 Replicator - regulation 20 - 3dPrinters
A00 - Replicator P 9

658952 - DOA9D - New mandatory rules wil be implemented to all agencies that require

Edit implement manadatory documents to be printed on both side of paper. This will reduce waste and

Delete i - reduce printer turn over. It should also be noted that repair and maintenance
Double sided printin
P g schedules wil be reduce by 40%.
Edit ) . ) )
Delete 10011001 11010011 all technical manuals must now be written in machine language

Now back on the Rules List page, you have the options to edit or delete a rule.

When you choose to delete a rule, you will be asked to confirm the rule you want to delete and if
yes, it will be deleted immediately both from the Admin site and Public site.

12



Edit Rules

JIVILIN

Rules List | Mew Rules | Contacts List | Mew Contacts | Public Admin Rules | LogOut

Tie * Required

0SE4A: 005 - 00001-AS00 - Replicator »  Public Notice (.pdf) = Required Fillfioaded previausly
)
Orginal Draft Rules (.pdf) * Required File loaded previoushy.
[ Browse_ | [ Re‘uiew]

iflor_t DES: HREqu-EC_ iom Z0 - 2dPeine — Admendments Original Draft (.pdf)
P-lator T rsgu-_.ation = - srinters

Adopted Rules (.pdf)

Browse...

Agency Hearing Audio (.wav) File loaded previdlne:
Public Hearing 09182013 [ (Click Ieon) * Required [ Rewi

Agency Hearing Minutes (.pdf)

Comment Deadline 02172012 T8 (Click Iron) = Reguired
_ Interim Hearing Audio (link)

Interim Hearing [ {click Tcan)

Files 505 7 (click teon) Interim Hearing Minutes (link)

Rules Efective Fiscal Mote (.pdf)

Browse...

Letter LRC Approval (.pdf)

Browse...

Business Impact Statement {.pdf)

When you choose to Edit a rule, you will be brought to the screen above. There, you will be able to
see what files you have and have not uploaded previously.

You can also review which .pdf files you have previously uploaded.
The user will not be able to delete required files, only optional ones.

Once all changes have been made, click submit and the changes will be reflected on the public
side.

13



Agency Contacts

An agency can have as many users of the Admin site as they wish. It is, however, good practice
not to have TOO many users as confusion can set in as to who posted what, when and where.

There can only be one primary user. Note: the primary user controls adding and deleting of agency
users and/or password resets.

If an agency employee needs to be added to the email-folder list for their agency, they will have
to contact BIT to get permissions.

14



RULES AL IVELI

Rules List Mew Rules | Contacts List | New Contacts Public Admin Rules LogOut

B o ) ) e N

D=l=ft*= BIT testhitl Randy X randy c@state.sd.us Y
Edit y
2 26 BIT itpriSess Sarzh Gates sarzh.gates@statesdus M
Edit

2 BIT sooooooooot | A B ab@fake.com N
Delets

When you click on the “Contacts List” you will be directed to the page above. You will see the list of
each contact assigned to your agency with permissions. There can only be one primary contact.

The primary contact is the only one allowed to make changes, add/delete from the contact list.

15



RULES ADIVELI\

Rules List | Mew Rules | Contacts List | Mew Contacts | Public Admin Rules LogCut

First Name * Required Last Name * Required Email * Required

Main Contact | Y E * Required

Lagin * Required

To add a new agency contact, click on “New Contacts” and it will bring you to the page above.

All fields are required.



JIVLLIN

Rules List | New Rules | Contacts List | Mew Contacts | Public Admin Rules | LogOut

First Name * Required Last Name * Required Email * Regquired
sarah.gates@state.zd.us

When the admin needs to edit a user, this is what appears when they choose the edit option. Here,
you can change any of the available fields and also change the users “Main Contact” status.

When finished, click submit. The changes will be added immediately.



Email Actions

Mew  Mew Delete Feply Reply Fo
E-mail Ttems~ | &g Junk ~ Al
Mew Delete Fesp
l> Favorites LI P
___________________________________________________________________________ e
4 FIN 5 state.sd.us Arn
|} Inbox (1)
@ Drafts ""
[} Sent Items =
{a] Deleted Items [16) -
[ Hr-office How to get to your Admin
[ g Junk E-mail [1] Rules Outlook folder.
@ Cutbox
3 Projects First open outlook and locate the folders view
e under the Email folders
Search Folders

> [ Systems \\

> L work stuff =
- e
a
a
a
a
| Folder List =
(2] shortcuts =
D E

Items: 341 Unread: 1




Change View  Reset Conversation Settings \d
View = Settings View
Current View Conversations
4 P 5 state.sd.us < _E
L} Inbox (1] =
E Drafts —
E Sent Items
fa] Deleted Items (16)
E% Calendar l
&3 Contacts L
[ Hr-office
@i Journal b
[ @ Junk E-mail 1]
Is.J Motes §
@ Cutbox
I> [ Projects
[ Search Folders After clicking on “Folder List”,
3 Suggested Contacts locate the “Public Folders”
>3 Systems section under your email box.
,E Tasks
I» T3 work stuff
|D- Public Folders - EricP.Monson@state.sd.us b
B

19



Change View  Reset Conversation Settings \d
View = Settings View
Current View Conversations
4 P 5 state.sd.us < .
L} Inbox (1] i
@ Drafts
E Sent Items
fa] Deleted Items (16)
E% Calendar
&3 Contacts L
[ Hr-office
éﬂ Journal b
[ @ Junk E-mail 1]
= | Motes §
E Cutbox
I> [ Projects b
Eﬁ Search Folders
&5 Suggested Contacts §
> [ Systems
] Tasks Locate your agency in the
Ar FLsE list under ‘State Of South
|- Public Folders - EricP.Monson@state.sd.us Dakota Public Folders’.
4 Public Folders - EricP.Monson@state.sd.us

D—m Fawvorites
4 [ 3 All Public Folders
[ m Document Library
s
m Internet Mewsgroups
4 @ State Of South Dakota Public Folders

> [ All Statewide Postings
B T Atkrrman manaral

20



S — o
4 [ BIT Public Folders
> L BIT - LAN SERVICES

Led BIT Admi= Dustas
> [ BITAPP S Bl Open in New Window ’

> Lg) BIT Conf 4 MNew Folder...
» L4} BIT Data

}Eﬂ BIT Dev | Bename Folder
[J B DEv| B3 Copy Folder
Ll BIT Deve| iy Move Folder

» Ll BIT Deve 3% Delete Folder h

}I:n BIT Dave )

> E; BIT Deve t& Mark All as Read =
> Ll BIT Deve ©
» Ll BIT Deve

Eﬂ BIT Dieve

» L BITDOT

» L) BITEFori B Properties...
> L4l BIT E-Notifications =]

Add to Favorites... -

Once you locate your agency folder locate
the “[Agency Abbreviation] Admin Rules”
folder inside.

It might be a good idea to add this

folder to your favorites.

Right click the Admin Rules folder
and choose ‘Add to favorites...'.

21



Manually sending a message to the list.

Start a new email. Click the “From” button next to
the line that should have your email address next to
it.

From = BITAdminRules@state.sd.us

From = BITAdminRulesi@state.sd.us
itpr I
BITAdminRules@state.sd.us  x

DSSAdminRules @state.sd.us

GFPAdminRules @state.sd.us X

Other E-mail Address...

Select the box to send from if you have it or
select the “"Other E-mail Address...".

If you selected "Other E-mail Address...”

be sure to put the proper email address in
the "Send From Other E-mail Address” box.
[Agency  Abbreviation]AdminRules@state.
sd.us.

BitAdminRules @state.sd, us|

BIT Admin Rules <BITAdminRules@state.sd.us> X L

L A L

Send From Other E-mail Address =

—

22



STATE.SD.US.

send it.

In the “To” box, you will need to specify the
lists on the list serve server like so [Agency
Abbreviation]RULESADMIN@LISTSERV.

Compose a message with a subject and then

From =

7]
) Ta...
Send

Cc..,

Subject:

BITAdminRulesi@state,sd.us

BITRULESADMIM@LISTSERV. STATE.SD.US

Hella BIT Rules List

This is a test message.

NOTE: Before the message can go to

the entire list it needs to be approved.
Instructions are on the next page.

23



Approving a Message to be sent to the
list.

Check the public folder for messages
indicating a message to be sent to the list.

T BIT Adman Rules
L]

Sulnjet: ETRULESADMEE approeal requeed A% E4)

- Mgssage || ATROO001.1x2 (172 B) A Hems BIT Ruléd Lint 3 KB
i
This message was originally submitted by to the BITRULESADMIM list at LISTSERV.STATE.SD.US. You can apgeove it using the
"
migchanism (click on the link below), ignore it, or repost an edited copy. The message will expire automatically and you do not need to do anything if you
just want to discard it. Please refer to the list owner's guide i you are not
familiar with the "0K" mechanikm; these instructions ane being kept
purposefully short for your convenience in processing large numbers of messages,

To APPROVE the message:
hitp:/fistsene state s wefsoripts s exe 0K = 485521 BAR L= BITRUILESADMIN

View the attachments to be sure that the
message you are about to approve is the

message you want to send.

24



Click the approve link in the message and
the message will be distributed to everyone
currently on the list.

The approval screen will look something like
the image below.

N T L% 7 II}L}EI\'.}I.-I:II.E-}U-I.I}.I'}LII'.JL}FUUIJ. [ T T ||m . UL."L.‘H'I.I: F | Ml -~ . [ | e I )

Welcome to

Execute Command BITRULESADMIN List

O 4A5921B4

Confirming:
> LPPRECOVE BITRULESADMIN &ETO7E
Me=s=zage successfully approved.

25



oOWERED g,

BIT

For any questions, comments or concerns about the website and/or it’s functions:

Sarah Gates | BIT
office | 605.367.4762
cell | 605.280.5942

sarah.gates@state.sd.us



