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Accessing the CCB Submission Portal

The CCB Submission Portal is only available for approved Agency Administrators and Docket Managers.

The objective of the Change Control Board (CCB) is to take suggestions from various sources requesting changes to
current FDMS functionality and evaluate these requests considering the overall objective of the eRulemaking initiative
and the needs of public and agency users. The following are the goals of the CCB:

7

« The CCB considers change requests to make the system more secure, efficient, intuitive, and easy to use while
ensuring the system provides organized access to rulemaking and nonrulemaking materials for both the public
and federal agencies.

« The CCB presents a consistent face for Federal rulemakings to the Public and across all agencies using the
FDMS.

% The CCB collaborates on “FDMS Best Practices” as each agency may have a different and more efficient way of
performing the same task.

Note: Please contact the FDMS Help Desk to request access to the CCB Submission Portal. The Help Desk will
forward the request to the CCB Co-chair and PMO for approval.

CCB Submission Portal Account Setup

First time users must contact the FDMS Help Desk to have an account created. Once the account is created, users
receive a Welcome to CCB Requests email.
(A) Click the sign-up link. "
(B) Enter your full name.
(C) Enter a password.
(D) Click Save and continue.
(E) Click the Submit a CCB Request link. x:sifrzlsm;;:hg: [ozaenjlu::e:ee‘j o

Welcome to CCB Requests!

Email

Welcome to CCB Requests boxx

eruleccb r@gmail.com
. : p Full name
CCB Requests jira@erulemaking jira.com via mail-us.atlassian.net

tome ~

1
Welcome! .Password [ Show password

You've been invited to CCB Requests portal. You can use this to raise requests and get help.
To finish setting up your account, simply click on your sign-up link.

—

Figure 1: CCB Submission Portal Invitation Email Figure 2: CCB Submission Portal Account Setup

eRulemaking Help Desk

CCB Requests

Complete the form below to submit a formal change request to FDMS, FDMS Admin, or Regulations.gov. All
fields are required except Attachment. The CCB may contact you for additional information and will update your
change request status in the user portal. To view submitted tickets, see All Tickets, My Tickets, or the CCB
Member Dashboard. For information on CCB request requirements and guidelines, please see the CCB Resource

page.

C@.  Submita CCB Request
7 Select this option to submit a formal change request to FDMS, FDMS Admin, or Regulations.gov.

Figure 3: CCB Requests Portal
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To access the CCB Submission Portal after setting up your account,

(A) click the CCB Submission Portal link on the Home Page announcements section
OR
(B) click the CCB Submission Portal link in the footer.

Admis R s Batch Job: Add Docket Admin, ERULE L it
0 min, || Reports | Batchiabs | ockat | T /agou
des_gov [ search Dockers Q]
‘Your Agency's Docket Management System Advanced Search
Home
[

& Inbox 202 / 5

Your Assigned Dockets and Documents Welcome to the Federal Docket Management System (FDMS)

[/ FRFeed 79 ¥

Documents Received via Federal Register = | Getting Started Training and Support

m Work Queue . ¥

e Mo Dot that ya T eeae ® Step 1. Read through the FDMS Frequently Asked Questions located on ® Access Training Videos and Quick Reference Guides through this link to

. the FAQs page. the Training Resources Tab.
7 My Favorites 4 260 : . 5
2 / ® Step 2. Access your assigned Dockets and Documents using the Menu ® Access the 2017 FDMS Schedule through the Training page.
Your Favorite Dockets and Documents. he left.
® R tly Vi d on the left. ® Contact the FDMS Help Desk at 1-877-378-5457 between 9am-5pm EST
acentysiewe 101 / 100 © Step 3. Find Dockets and Documents that are not assigned to you by Mon-Fri or submit a ticket electronically.

Your Most Recent Dockets and Documents. en(erl:g desired ID in the above Search bar or selecting Advanced o If a page is loading slowly, if something is functioning differently than

¥ Flagged Documents Search. usual or i you have questions on features in FOMS, please call or submit
Documents Flagged in your Agency a help desk ticket.

s LastRefreshed: g nt. Announcements
* 10/05/2018 09:27:03 AM S

® Access the New CCB Submission Portal via the following link: CCB Tips and Tricks

Submission Portal.

The FDMS 4.13 Release was deployed on October 1,2016. To learn more
about the features included in the 4.13 Release, access the Release
Notes: 4.13 Release Notes.

® Your FDMS Inbox displays all Dockets that you are the Assigned Docket
Manager for and only Documents that have been assigned to you
within the last 365 days that are not posted or withdrawn.

® Agency Administrators can access the FDMS Admin Module: FDMS

* FDMS 3 was turned off for all users on October 1, 2016. Admin Module.

About Us | Privacy & Security Notice | Accessibility | ContactUs | FAQs | Glossary | i | | Training | CCB Submission Portal B

Figure 4: Links to the CCB Submission Portal

CCB Submission Portal Login

Authorized users who have completed their account setup log in to the portal via the CCB Submission Portal login
page.
(A) Enter your email address.
(B) Click Next.
(C) Enter your password.
(D) Click Log in.

e Log in

eruleccbmember@gmail.com V4
-.o.o.o.|

eruleccomember@gmail.com| X

Omo

Figure 5: CCB Submission Portal Log in page Figure 6: CCB Submission Portal Log in page continued

Log in

Forgot your password?
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CCB Submission Form

After successful authentication, the Submit a CCB Request page displays. All fields, except Attachments, are required
before the form can be submitted.
L _ . SRUomaleng Halp Desk /€08 Raquosts
(A) Enter basic information such as submitter data, the Submit a CCB Request
eRule Application (FDMS, FDMS Admin, or
Regulations.gov) related to the change request, and
the user role the change request affects.
(B) Describe the issue, the functional requirements to
resolve the issue with a change request, and how the
proposed change request will impact other agencies

and/or users.

(C) At the end of the form, the default option is for all
CCB members to receive a notification upon
submission of the change request. CCB members
will also be able to view the ticket's details, status,
and updates in the user portal after submission.
Users wishing not to share their request click the _
Share link and change the option to Private.

(D) Click Create.
(E) Upon submission, users can view the details of the
submitted request.

@
eRulemaking Help Desk / CCB Requests / CCBCR-24 B
Add ability to subscribe to agency
P
© Don't notify me
Details B2 Share
Created at Shared with [] Dvaxy and drop files, pasta sereanshats, o
oy 822 A erulecchmember@gmail.com [—
oday Creator
First Name
Last Name o
o=
Figure 8: CCB Success Screen Figure 7: CCB Submission Request Form
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View My CCB Requests

To view submitted requests:

(A) Click the All Tickets link on the SSRGS R
Submit a CCB Request

Submit a CCB Request page or
the Requests page to view all
tickets submitted by CCB
members. The Requests page
contains a list of all submitted
requests. Figure 9: CCB User Portal Access: Submit a CCB Request Page

Complete the form below to submit a formal change request to FDMS, FDMS Admin, ulations.gov. All fields
are reguired except Attachment. The CCB may contact you for additional information E

request status in the user portal. To view submitted tickets_ses All Tickets, My Tickets, or the CCB Member
Dashbeard. For information on CCB request requirer‘ﬂenuuidelines, please see the CCB Resource page.

Il update your change

OR

eRulemaking Help Desk

Requests
(B) Click the My Tickets link on the
Submit a CCB Request page or Agency Administrators:
) Click create a CCB ticket to begin the CCB submissij 55,
the Requests page to view all

To view submitted tickets, see All Tickets, My Tickets, or the CCB Member Dashboard. For information on CCB request requirements and guidelines. please see

tickets you submitted. the CCB Resource pag
Users can also speak t0%"<lp Desk agent directly by calling the phone numbers below:
1-877-378-5457 (toll free)

703-454-985%

Monday - Friday, 9am - S5pm ET

Request contains. Q Open requests - Created by anyone - Any request type -

Figure 10: CCB User Portal Access: Requests Page

A list of requests will display. Click on a Reference ID or Summary Pl s ek cc3
Viewing Attachments

to view the details, status, and history.

@ Getnal
(D) View the ticket details and make updates using the Actiy B2 s
. Shared with
“ ” eulerraking Holp Desk 15/Aug/18 232 Py [LATEST
Comment” field. i i Dk
S 14 DsDup St A3
Details
Created at
18 232 PM
First Nama
Larit Name:
Request contains.. Q| Open requests ~ | Created by me ~ | Any request type -
Reference  Summary Status Service desk Requester
CCBCR- ) ) cce eRulemaking Help
EVALUATION
L S Viewing Attachments using Dedup Requests e
B i e
‘4. CCBCR- cce Rulemaking Hel
X X Expanding Rule Writer List to Include Docket Managers EVALUATION eruemaking felp
LANST: Requests Desk
s
CCBCR- cce eRulemaking Help
-] EVALUATION
2 Sl Auto-Title Redacted Comments Requests o Pty
e — vatvaron CCB eRulemaking Help
16 Requests Desk sRule Applcation
‘g CCBCR- Adding Muitiple Programs Per docket Submitter Name and Phone cvmiuarion CCB eRulemaking Help omE
s Number Requests Desk User Role Change Requast AMects
CCBCR- } ccs eRulemaking Help
A N Multiple Submitte EVALUATION
LAY il submitters Requests Desk
FDMS Functional Area
CCBCR- cce Rulemaking Hel Doduplicatio
Manage Staff Permissions and Assignments EVALUATION eRulemaking Help pllcstion
LA Requests Desk
Duscription of the.
CCBCR- cce eRulemaking Help
EVALUATION
3 S User Profiles/My Regs Requests o
CCBCR- cce Rulemaking Hel
Y- Creation of Location for Closed Dockets EVALUATION erulemaking Relp
LA Requests Desk
190f9 etk e

Figure 11: CCB Submitted Requests List Figure 12: CCB Submitted Request Details
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CCB Members also have access to the CCB Resource Page, which contains relevant CCB documents, guidelines, and
the CCB Member Dashboard. The dashboard will be updated on a scheduled basis and the content displayed may
change based on the needs of CCB members.

To access the CCB Resource Page:

(A) Click CCB Resource Page on the Submit a CCB

eRulemaking Help Desk / CCB Reguests

Submit a CCB Request

RequeSt or Req ueStS page The RequeStS page Complete the form below to submit a formal change request to FDMS, FDMS Admin, or Regulations.g Ids
. . . . are required except Attachment. The CCB may contact you for additional information and will update nge
IS Where all Sme Itted tICketS d|Sp|ay request status in the user portal. To view submitted tickets, see All Tickets, My Tickets, or the CCB Member
Dashboard. For information on CCB request requirements and guidelines, please CCB Resource page.
To access the CCB Member Dashboard: R ’ ) ﬁ i
(B) Click the CCB Member Dashboard link on the Figure 13: CCB Resource Page and Member Dashboard Access:
Submit a CCB Request or Requests page. Submit a CCB Request Page
To return to the submission portal:
. . . eRulemaking Help Desk
(C) Click the Submit a CCB Request link on any page  [Fsigim
header.
Agency Administrators:
CCB Member Dashboa rd Click :realea.CCB ticket to begin t).ve CCB submission process. .
To view submitted tickets, see All Tickets, My Tickets, or the CCB Member Dashbeard. For information on CCB request requirements and guidelines, please see
eRulemaking Help Dask ECBRc e bags
g st rrcxifind lom them m min i o Ml s wn can also speak to a Help Desk agent directly by calling the phone numbers below:
77-378-5457 (toll free)

703-454-9859
Monday - Friday, 9am - 5pm ET

Tickets Submitted by Agency
Statistics: CCH Reguests [Agency) Request contains. Q | Open requests ~ | | Created by anyone ~ | Any request type -

Type  Reference  Summary Status Service desk Requester

Figure 14: CCB Resource Page and Member Dashboard Access:
Requests Page

CCB Requests s oz -

Wekcome o the £CB Knawledge Basel Use the Search ar ar browse the inks belcw to find information about the CC process and submitting CCB requests.

Q search for a solution

Tickets by Status

Statisfics: CCB Requesis [Siaiuz) Featured Resource: CCB Member Dashboard
DALUTEN v I Submitting & CCB Request Other Resources

Tickets by Functional Area Browse by topic Recently updated articles

az Request Seanus Definiion:

Figure 15: CCB Knowledge Base

Rarord
=1
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[

MNavigate to the User Portal to Submit a CCB Request or View a list of submitted CCB Requests
pebia
What Qualifies as a CCB Request?
W S Tyee FOMS Fuscional Aa
0 eRulemaking Help Desk
- Last modified Aug 21, 2018
Tickets by Priority
A CCB request is a written change request to add to or medify the functionality of FDMS or Regulations.gov to the CCB. CCB
Btatistice: CCB Requests (Pranty) requests can only be submitted by a CCB Member.
R pacuns o N 100+
s 0 Figure 16: CCB Knowledge Base: Access to Submit a CCB Request

Figure 17: CCB Member Dashboard
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