Department of Regulatory Agencies (DORA)

Review of Agency Rules Online System

How To Use The Online System To Submit Proposed Rules To DORA 

The online system for the Review of Agency Rules is a web-based data collection and reporting system. You must use this system in order to submit draft proposed rules and amendments to existing rules to DORA for review. 

This system became available for use on August 5th, 2003.

Accessing the System

To access the system enter the following URL in the address window of your Internet browser: 


http://www.dora.state.co.us/pls/real/SB121.Logon
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For best results, we suggest that you use Microsoft IE 5.0 or higher for your browser when using this online system.

The Logon Form

After entering the correct address for the online system, the first screen you will see is the Logon Form.  If you have used the system before, enter your user information and click the Logon button to access the system.  You must enter all logon fields correctly before you can access the system. Please note that Passwords and User ID’s are not case sensitive.
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If this is the first time you have used the online system, you will need to request a User ID before continuing. Click on the “Request User ID” link.

If you have used the system before, but have forgotten your logon information, you can use the “Password Finder” link to get help.  Please do not request a new User ID if you have already used the online system.

Examples of the “Request User ID” and “Password Finder” links follow.

First Time User -- Getting a User ID 

If you have never used the online system or been given a User ID, you may request one online using the “Request User ID” link from the Logon Form. 
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Fill in all the required information and click on the “Request User ID” button. You will be assigned a valid User ID.

Tips:

· Enter the main email address that you use at work. The system will send automated email messages to keep you updated.

· Your personal information will be used by the reviewer if there are questions about your proposed rules.  

· Do not request a new user id here if you have already been given one.  Use the “Password Finder” for help. 

Sample page confirming a New User ID:
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You should also receive a confirmation email containing your user information:
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Forgotten Logon Information 

If you have used the system before, but have forgotten your logon information, you can use the “Password Finder” link to get help.  

[image: image6.png]d 030 plorer provided b =l01X
Fle Edt View Favortes Iook Help ‘ s
DORA Home / OECRR Home / =]
& LogonForm Password Finder
Password Finder Enter your UserlD or E-Mail Address for this online system to receive an e-mail
ReuestUser D veminder with your information.
£ e
@ UseriD:  [aldente
€ EMail

Find My Password

uly 27, 2003 08:31 pm

[cating Procedure Privacy Statement | Disclaimer
J5B121_ser P asamord_Request

erion: 10

|
[@pone [ [ [@menet 7





Tips:

· If you have forgotten your user id, click the “E-Mail” radio button and enter your complete email address.

The system will print a confirmation page if your user information was found.  This page will show the email address where your user information has been sent.
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Sample E-mail reminder from a “Password Finder” request:
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Your “Home” Page

After you have successfully logged onto the system, you will see your home page.  There are two sections within your Home:

1) My Proposed Rules – The “My proposed Rules” section lists information regarding all rules that you have entered to date.  Use this section to work with or view any of the rules that you have submitted. 

If you have yet to enter a proposed rule into the system, this section will look similar to the sample below.

2) Submit New Rule – Use the “Submit New Rule” section to submit a draft proposed rule or an amendment to an existing rule to DORA for review. 
The “My Proposed Rules” page for a new user will be empty:
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Submitting a Rule for Review

The following 6 screens show a sample rule being submitted for review.

1) Enter the Rulemaking Agency for the draft proposed rule. Click the “Continue” button to proceed.

Sample Rulemaking Agency screen:
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Tips

· Always check the dropdown list of agency names first.

· If you enter a new name in the text box provided it will be added to the list (please verify the spelling before pressing the “Continue” button.

2) Enter information regarding the Proposed Rule. The main text of your proposed rule will be uploaded into the system as a pdf, Word, or text document. See sample:
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Tips:

· You will need to enter the complete path and name of file containing the text of your proposed rule. Always use the “Browse” button to ensure that you upload the correct file.

3) Enter information about the Rulemaking Hearing:
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4) Enter the Contact Information for the proposed rule:
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5) Enter the Subject Areas that relate to your proposed rule:
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6) Verify all information before Submitting it for review. 

Use this last screen to verify all the information entered into the system. Once you have verified that your information is accurate, click the “Submit for Review” button to complete the submission.

You may click any of the “Update” buttons on this page to modify information before submitting it to DORA.

Sample Step 6 (part 1):
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Form Continued on next page…

Tip:

· Always check the upload file by clicking on the link provided.

Sample Step 6 (part 2):
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Tip

· If you click the “Delete All” button, everything you have entered regarding this proposed rule will be deleted from the system.

You will receive a confirmation page after your rule is submitted:
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You should also receive a confirmation email at this point:
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My Proposed Rules -- Revisited

As you submit rules into the system, and they are reviewed, your default “Home” page will change. Use the links provided on this page to view information about each rule (including review findings), and to further modify them as requested.
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Tips:

· Rules that were entered into the system, but never verified or submitted for review will show up as items on the “Rules Which Have NOT Been Submitted For Review” section. You will be able to continue entering these into the system as described above.

· If a Cost-Benefit Analysis is required for any rule, you will be able to enter it using the link provided on this page.

Rules listed in these two areas require your attention
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