RIS COMMENT FEATURE INSTRUCTIONS & INFORMATION

Find the Comment Feature inside an RIS project (click on the RIS project number in
agency Projects queue) under the Comments tab.
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A New Thread looks like this:
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Add text in the Subject and Message fields. A document can be uploaded to the
comment by clicking Attach file. Under the Registrar's Office menu, select staff to
receive an email notification that a comment has been added to the project. An email
address may be added under Additional Email Address for another individual to receive



an email notification that the comment has been posted. Once the form is completed,
click Post Comment.

Opening an existing comment looks like this:

Reg project filed Open
Stage: Proposed

From: Kim Butler 03/08/2022, 9:46am
The proposed order in WORD and PDF have been filed in the project. Comments and requests for a hearing may be filed with the SCC on or before April 29, 2022. @

Please let me know if you have any questions.
Thanks!

Kim -
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Add text in the Message field. A document can be uploaded to the comment by clicking
Attach file. Under the Registrar's Office menu, select staff to receive an email
notification that a comment has been added to the project. An email address may be
added under Additional Email Address for another individual to receive an email
notification that the comment has been posted. Once the form is completed, click Post
Comment.

The email notification looks like this:

RMW Amendment 3 D 8 2
Admin <noreply@d|as.virginia.gov> 214 PM (2 hours ago) 4 €

to cindy.berndt, melissa.porterfield, jill. hrynciw, rachael.harrell, abloomsburg, nclemons, rdyer «

Hi Jill,

| opened the section, saved it, and re-synced the project to Town Hall, and the section is displaying as stricken now. Thanks! Anne

hitps /s dis virginia gov/SectionDetails/CommentDetails/5395/3062

Click the link above to respond to this comment. Do not use the email "reply” or "reply all” feature.

Got it. Thanks! Got it, thanks!

Pay attention to the instructions to reply when you receive notification of an RIS
comment.



