
MnDOT TAM Communications Portal User Guide 

Homepage 

The homepage features four boxes highlighting the key pages of the site. Each of these pages are also 
available from the top menu. 

 

  

 
3 

Opens a PDF copy of the 
MnDOT Communication 
Plan  
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AASHTO Transportation 
Management Hub Menu  
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MnDOT Site Menu  
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About & User Login 

To get to the About page, either scroll to the bottom of the homepage, or click on About in the top site 
menu. A brief description of the site sits beside the user login and a form for adding new users.  

 

Site Footer 

The footer provides a summary of the library resources in Site Stats, and it offers the same user login 
forms presented in the About page. The footer is available at the bottom of every page. 
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New users must be 
approved by the AASHTO 
Portal administrators, so 
it may take a day for 
them to receive an email 
with their username and 
password. 
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Library 

The library is where all of the communication resources are held. In the default setting, these resources 
are ordered by publication date, but they may also be sorted alphabetically by title name or by the date 
they were posted to the site.  

There are two ways of searching through the resource library. If you know the name of the resource or 
you have a specific keyword, you may use the search bar in the top center. If you are looking for a set of 
resources with similar characteristics, use the search filters on the left-hand side. These identify 
resources by four characteristics: Messages, Messenger, Audience, and Resource Type. Messages are 
defined in the MnDOT Communication Plan, and they stand for the various meanings and value 
attributed to asset management and data. Messenger and Audience indicate who created or presented 
the resource and who they intended to view it, like the to and from labels in a letter. 
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Use the pagination to 
see each page of results. 

 
7 

 
3 

 
2 

 
1 

Toggle between the grid 
view you see here, and a 
text-based view.  
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Sort the resources.  
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Hide/show the filter 
categories by clicking the 
category title. 

Filter by selecting the 
checkboxes. 
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To see more information 
or download the file, 
click on the resource. 

 
5 

Text-based search finds 
matches in the resource 
title and description. 
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Logged in users can Add 
a Resource here. 
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Individual Resource Page 

The individual resource page contains a description and, if applicable, a preview of the file. The search 
filters applied to the file are also displayed alongside this information. 
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Go back to the resource 
library. 
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Download the resource 
or open an external URL. 
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Schedule 

The schedule is designed for users to plan and template their own communication events and to track 
what has already been done at the agency. It consists of four stages, based on the MnDOT 
Communication plan, and each stage features communication between specific messengers and 
audiences. After selecting the stage you would like to view, additional steps appear, further specifying 
the messenger and audience. The communication events are displayed in a tabular format underneath 
the step header. These events can vary from single-time webinars to regularly-occurring one-on-one 
meetings to sporadic email records; they are simply intended to demonstrate to others at MnDOT 
different methods for communicating about TAM across the organization.  



 

Event Single Page 

The event single page includes the information from the schedule table as well as links to the resources 
used in the event. All of the connected resources are accessible from the library, and may be connected 
to more than one communication event.  
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Click on the stage title to 
see the steps and events. 
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Please email the site 
administrators to edit 
the schedule content. 

 
2 

 
3 

Logged in users may 
access a form to add 
events to the site. 
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Select view detail to see 
more event information, 
including all linked 
resources. 
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Click on the resource 
title to see the full card 
of information. 
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View Document opens  
or downloads the 
resource, and View 
Detail takes you to the 
resource single page. 
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Logged in users can click 
on this button to open 
the form for adding 
resources. 
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To add a resource, 
simply type the title into 
the search box and 
select it from the 
dropdown list. 
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Messages 

The messages page displays each of the communication messages supported by the resources. After 
clicking Go on any of the message boxes, you will be taken to a filtered library view, showing all of the 
resources that support that message. 

 

 

  



Add a New Resource 

This form allows users to add new resources to the MnDOT communication. For most users, the 
resources will need to be verified and authorized by a site administrator before it is added to the library, 
so if you don’t see a resource appear immediately, don’t worry. Though there is a long list of fields here, 
the only required ones are the Document Title and the Publication Date. The date does not have to be 
precise; we recommend using the upload date if the publication date is unknown. 
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Return back to the page 
you were on previously. 
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First select which type of 
resource you are 
uploading. 
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Then enter in the 
Document Title, the 
Publication Date, and 
any other relevant fields. 
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You may select multiple 
checkboxes if more than 
one field applies to your 
resource. 
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Submit notifies the site 
admin to review and 
publish your new 
resource. 
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Add a New Event 

The form for adding a new event works the same as the new resource form. Here, however, it is 
important to select a step for your event, otherwise the event will not appear in the schedule.  
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Return back to the page 
you were on previously. 
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Select the specific step 
your event will fall 
under. 
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Then enter in the 
Document Title, the 
Publication Date, and 
any other relevant fields. 
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Submit notifies the site 
admin to review and 
publish your new event. 
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