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[bookmark: _Toc943693] 1 – The Registry  
· The Open Government Registry houses all of the Government of Canada’s metadata records for all datasets across federal organizations and allows you to upload and manage proactive disclosures. 
· All proactive disclosure documents (Summaries of completed access to information requests, Contracts, Travel and Hospitality, Reclassification, Briefing Note Titles, and Founded Wrongdoing) will be uploaded to the Registry and then published and made searchable on the Open Government portal.
[bookmark: _Toc943694]2 - How to register an account 
· If you don’t already have a registry account you will need to create one.
· On the right side of the page, click on the Request an Account link and fill out the mandatory information and click “I agree”.
[image: ]
· This action will automatically create an account which you can use to log in right away. However, your account will need to be linked to your organization in order to have access to your organization’s templates.
· Once you’ve registered, the Open Government Team will link your account to your department and notify you by email. 
· If there are any issues with your account throughout the registration process, please contact the Open Government team by sending an email to the Open Inbox.
[bookmark: _Toc943695]3 - Logging in to the Registry 
· You now have access and can log in to the Registry by selecting the Log in tab in the menu bar.
· Once you enter your Username and Password you can select the “Remember me” checkbox to save your information in your browser.
[image: C:\Users\cladoceu\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\BXEHJRMM\registry login page.jpg]
· If you have logged in successfully you will see a note at the top of the page indicating that you are logged in. You will also see the “Log Out” option in the top menu bar:
[image: ]
[bookmark: _Toc943696]4 - Finding your organization 
· Now that you are logged into the registry, you will see the “Quick Links” menu where you can select “Proactive Disclosure – Briefing Note Titles”:
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[bookmark: _Toc943697]5 - Accessing your template: 
· After selecting your proactive disclosure type you will be brought to the Briefing Note Titles page where you will select your organization from the drop down menu:
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· After you’ve selected your organization from the drop down menu, you’re ready to download your template. The first step is to download the document and save it to your desktop or hard drive:
[image: ]
· PLEASE NOTE – it is imperative that you do not alter the file name in any way, PLEASE SAVE IT AS IS. The template is named uniquely for your department and may not allow you to upload the completed version if it has been changed.
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[bookmark: _Toc943698]6 - Completing your template 

· Now that you’ve saved your organization’s template on your hard drive, you can begin to complete the document. Of note – every proactive disclosure line item MUST have a “Briefing Note Number” (the internal tracking number of the briefing note), this will allow users to modify and delete items if necessary: 
[image: ]
· As always, if there are any issues when completing your template, please contact the Open Government team through the Open Inbox for assistance.
[bookmark: _Toc943699]7 - Uploading your template 
· Now that you’ve completed your template, you’re almost done.
· The next step is to log back in to the registry and return to your organizations page (the same page where you downloaded the template).
· You will see the “Upload” option directly below the button where you downloaded your template.  Click the “Choose File” button and select your completed template from your hard drive:
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· Once you’ve selected your completed template from your computer you will see the file name in the upload box:
[image: ]

· Click “Submit” and your template will be uploaded to the registry. You will receive a message on the top of the form indicating that your template has been successfully added to the system, and you will be able to see the information that was captured in the template on this page:
[image: ]

· Once your template has been successfully uploaded, you will be able to view all of the uploaded data in the “Preview” section below. You can also Search for a single line item by entering the “Briefing Note Number” in the Filter items section:
[image: ]

(Note: templates are harvested overnight, so you will not be able to see your completed template on the open.canada portal until the next morning)

· If you receive an error message, please make the necessary changes outlined in the error message, and try re-uploading your template.
[bookmark: _Toc943700]8 – Adding, Modifying or Deleting an Item

· Once completed templates are uploaded, they may contain errors and omissions that need to be fixed. To delete an item, you will select the Delete tab below the Organization drop down menu:
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· When you have selected the Delete tab, the system will prompt you to enter the “Briefing Note Number” of the item you wish to delete: (The Briefing Note Number is the unique identifier in the first column of all Proactive Disclosure templates)

[image: ]
(If you have multiple line items to delete, please ensure you enter only one Briefing Note Number per line)

· You will enter the Briefing Note Number of the item you wish to have removed and will be prompted to make sure you want to delete the record: 
[image: ]

· Once you have confirmed the deletion of the record, you will be taken back to the previous page where you will see the confirmation.
· To add or modify an item, the spreadsheet simply needs to be re-uploaded into the registry and it will add any new items or modify and existing ones.
· You will be able to preview any of these changes in the Preview section within each organization. 

As always, if you are still experiencing any issues, contact the Open Government Team team by sending an email to the Open Inbox.


Page | 2

Page | 8

Page | 9

image2.png
Need an account

“Then sign ight up, it oy takes.
a2 minute

Forgotten your password?

No problem, use our password
recovery form fo reset it




image3.PNG
Home = Login

Open Government Registry

Login

Need an Account?

Welcome to the Open Government Registry
Then sign right up, it only takes
a minute.

Use the Registry to publish government resources on the Open Government Portal.
For more information on using the Registry or to report errors, contact open-ouvert@tbs-sct.gc.ca

Username

Password Forgotten your password?

No problem, use our password
recovery form to reset it

¥ Remember me

Login )

NOTE: Username and password are case sensitive.




image4.PNG
Open.Canada.ca AddtoPortal v Search Organizations FAQ

Quick Links

Log out

Signed in as_‘ Admin ‘ ‘ & Dashboard @ ‘ ‘ # Settings ‘

Welcome to the Open Government Registry. Use the Registry to add government resources that will be published on the Open Government Portal. For more
information on using the Registry o to report errors, contact open-ouvert@tbs-sct.gc.ca

Open Data Records

Add data about Government of Canada services, financials or national
demographic information that is relevant to Canadians.

Open Information Records

Add information about government programs, activities and publications

ATl Summaries/Nothing to Report

Access, upload and modify the monthly ATl Summaries and ATI Nothing to
Report for your organization

Proactive Disclosure - Contracts over 10K (Quarterly)

Access, upload and modify the quarterly Contracts over 10K reports for your
organization

Proactive Disclosure - Hospitality Expenses

Access, upload and modify the quarterly hospitality expenses for your

Proactive Disclosure - Position Reclassification

Access, upload and modify the position reclassification reports for your
organization

Proactive Disclosure - Acts of Founded Wrongdoing

Access, upload and modify the Acts of Founded Wrongdoing reports for your
organization

Open Data Inventory

This dataset houses your departmental open data inventory. This is where
you can access and upload your open data inventory template.

Search your Organization Records

Search all records in the Registry, for your Organization

Search All Records
Add all Open Data and Information records in the Registry




image5.png
Quick Links

Welcome to the Open Government Registry. Use the Registry to add government resources that will be published on the Open Government Portal. For more
information on using the Registry or to report errors, contact open-ouvert@tbs-sct gc.ca.

Open Data Records
Add data about Government of Canada services, financials or national
demographic information that is relevant to Canadians.

Open Information Records

Add information about government programs, activities and publications

ATl Summaries

Access, upload and modify the monthly ATI Summaries and AT Nothing to
Report for your organization

Proactive Disclosure - Contracts over 10K (Quarterly)

Access, upload and modify the quarterly Contracts over 10K reports for your
organization

0K to $10K

Proactive Disclosure - Aggregated Contracts from

Access, upload and modify the aggregated Contracts from -$10K to $10K
reports for your organization

n Reclassification

Proactive Disclosure - Po:

Access, upload and modify the position reclassification reports for your
organization
Proactive Disclosure - Acts of Founded Wrongdoing

Access, upload and modify the Acts of Founded Wrongdoing reports for your
organization

Proactive Disclosure - Departmental Audit Committee

Access, upload and modify your Departmental Audit Committee members’
femuneration and expenses

Proactive Disclosure - Briefing Note Titles

Access, upload and modify the briefing note titles for your institution

Open Dialogue - Consultations

Access, upload and modify consultation reports for your organization




image6.png
Briefing Note Titles

Bi Note Titl

Tow

Organization ~ Treasury Board of Canada Secretariat

& mport X Delete Reference /APl Access

Create and update records from Excel spreadsheet

4L Download template Excel spreadsheet

* Upload: (required)

Choose File |No file chosen




image7.png
& mport X Delete Reference /APl Access

Create and update records from Excel spreadsheet

4L Download template Excel spreadsheet

“ Upload: (required)

Choose File |No file chosen




image8.png
T s | BNTitles

Wame st view
» 0 . X =]

5 Copy path
Pinto Quick Copy  Paste Move Copy  Delete Rename
e [ Pasteshortcut | 'to-  tor |+
Ciipboard Organize
& v A > ThiEPC > Documents » C-58 > BNTitles
A Neme
# Quick access

ths-sct.briefingtisx
‘wDesktop 4 nat

|
£ sy access
New
folder
New

) Fhopen- | Esdedan

[ ot Setectnone
Propertes
PIME o History o Invert selection
open Select
Dste modifed

2018-10-24 433 PM

v O | Search BN Titles

Type
Microsoft Excel Worksheet

Size

”




image9.png
-

o

AB C D E

I Briefing Note Titles — Treasury Board of Canada Secretariat

Briefing Note Number Title (English) Title (French

e.g. 10089-4266 Partner views Opinion des partenaires

Originating Sector (English)

Originating Sector (French)

Finance; Treasurer

Finance; Treasurier




image10.png
& mport X Delete Reference /APl Access

Create and update records from Excel spreadsheet

& Download tel

“ Upload: (required)

Choose File |No file chosen

LUl Check for Errors




image11.png
& mport X Delete Reference /APl Access

Create and update records from Excel spreadsheet

4L Download template Excel spreadsheet

“ Upload: (required)

Choose File | ths-sct briefingt xisx




image12.PNG
Signed in as SR

© Your file was successfully uploaded into the central system.




image13.png
Preview

Filter items [10089-4266 Showing 0o 0 of 0 entries | Show[10 _+ | entries
Originating ~ Originating
Briefing Note  Title Title Sector Sector
Number[#]4] (English)[#]3] (French)[#]¥] (English)[#]#] (French) ]3| Addressee $[%




image14.png
/ API Access.

& Import | % Delete

Delete existing records

* Briefing Note Number (required)

4
Enter one record per line, e.g

Briefing Note Number 1
Briefing Note Number 2
Briefing Note Number 3




image15.PNG
Confirm Delete

Are you sure you want to delete 1 record? This action cannot be undone.

[ZURM Confirm Delete




image1.emf
I *I Treasury Board of Canada
Secretariat

Better government: with partners, for Canadians

Secrétariat du Conseil du Trésor
du Canada











