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Getting to the Public Search Page

To visit the Project Sunlight Meeting Search Application, type https://projectsunlight.ny.gov/public in
your browser’s address bar. You will be redirected to the Meeting Search application page (Picture 1).
This is where you select Criteria to search for meetings in the Project Sunlight database.
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Links in Header

There are links in the blue bar for more information (See Picture 2). The link for ‘Project Sunlight’ and
‘Search Meeting’ will bring you back to the main page. The ‘Resources’ link will bring you to resources
for Project Sunlight (Picture 3). ‘Open NY’ link will open the “New York State Open NY” web site. The

‘Contact’ link will display the contact email for Project Sunlight: Contact@ProjectSunlight.ny.gov.
When clicked, it will open the link in an Email Editor of your choice.

Picture 2
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Resources

The ‘Resources’ link will bring you to a page with multiple links on them. The links will open in a new
browser tab. One of the links is to the ‘User Manual’. There is a link that will open a ‘Frequently Asked
Questions (FAQ)’ page for Project Sunlight. The last link is information about the ‘Project Sunlight Policy’.

Picture 3
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Searching Meetings

To Search a meeting a user needs to first enter search criteria. For the ‘Date of Appearances’ field, a
calendar will pop up to help select a ‘Start Date’ and ‘End Date’. There are drop down lists for the user
to select an ‘Agency’ and for the ‘Nature of Meeting’. The other criteria are text boxes the user will type
into. A user can select as many different criteria for the search as they like but must enter at least one.
Once the criteria have been selected, press the ‘Search’ button and the results will appear below.

Picture 4
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Search Results

After selecting search criteria and pressing the ‘Search’ button, the results of the search will appear at
the bottom of the page (Picture 5). The user can choose how many records to display on this page by

changing the amount in the ‘Show entries’ Drop Down list.

The ‘Search’ textbox on the right will allow

you to further search the filtered list. As the user types, the table will filter the display for all meetings
that have a match for what is in the ‘Search’ textbox. There are buttons that can be clicked to extract the
data. The ‘Export as Excel’ and ‘Export as PDF’ buttons will create a file in your downloads folder of all
the meeting details in this Search results. the bottom of the screen, you will see the total number of
meetings in the filtered table. The user can click on the field headings to sort by that field. If the field is
clicked more than once, the table will change between Ascending or Descending for that column. By
clicking on ‘View’ (eye icon), the user can see more details about the meeting.

Picture 5
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Hide/Unhide Search Criteria

Between the Search Criteria and the Search Results, there is a button with a double arrow on the top
and bottom (Picture 6). This button will allow the user to expand and collapse the Search Criteria.

Picture 6
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View Meeting Details

To view the details for a meeting in the list, the user will click on the ‘View’ (eye icon) button on the right
side of the meeting information in the search results. The page in Picture 7 will appear. The meeting
details are broken down into six different sections. Each section is a tab on top of the page that will
allow the user to see the details about that section for the selected meeting. At the bottom of the page
there are three buttons. The ‘Back’ button will take the user back to the ‘Meetings’ list. The ‘Export as
Excel’ and ‘Export as PDF’ buttons will create a file in your downloads folder of the details for this specific

Meeting.

Picture 7
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