Web Leads monthly meeting
January 15, 2025

Note: we’'ll be using Miro during today’s meeting. New to Miro? Create a free account with your Maryland
email and check out our Miro 101.

Miro 101 link: https://miro.com/app/board/uXjVLusxHTg=/?moveToWidget=3458764613064286809&cot=10
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Welcome and kickoff

Marcy Jacobs - marcy.jacobs@maryland.gov
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Agenda

Presenters

Welcome and kickoff

Maryland Design Community of Practice
Maryland Plain Language Standards
Maryland CMS update

Reminder: Transparent Government Act
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Design Community of Practice

Lilly Madigan - lilly.madigan@maryland.gov
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Design Community of Practice (COP)

Mission: Empower designers across the State with a place to learn and grow
their design skills. Provide camaraderie, tools and resources, and guidance.

Who should join?

e People who work day-to-day in design fields such as; UX, Ul, Research,

Service Design, Product Design, Graphic Design, Marketing, etc.
e Friends of design! Engineers, Business Analysts, Project Managers, etc.

How do | join? Add yourself to the Maryland Design Community of Practice
Google Chat space.

Google Chat space link: https://chat.google.com/room/AAAAP-

pCkpY?cls=7
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Maryland Plain Language Initiative

Lilly Madigan - lilly.madigan@maryland.gov
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Plain Language Standards

What is plain language?

Plain language means writing that is clear, concise, well-organized, and follows other
best practices appropriate to the subject matter and the intended audience.

The Plain Language Standards include the use of:

e Everyday words that convey meanings clearly and directly
e Present tense and active voice

e Short sentences

e Definitions only for words that cannot be explained in the text

e Layouts and design that help the reader understand the meaning of the document

Standards link: https://docs.google.com/document/d/IW2y-24Z4Teqg8rMvjwh_Lkc8D5-Q0R50TCTdaWMARVws/edit?usp=sharing
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Part One: Write for your audience

Be Concise: Use everyday words in active, present tense, short
sentences.

Define and Explain Technical Terms: Use definitions and
examples to help the reader understand.

Organize Information: Start with the most important idea and
delete unnecessary text.
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Part Two: Design for reading

Organize Information: Use headings and bullet points.
Use Blank Space and Visual Elements:

e Use wide margins to create black space.
e Use images, charts, and infographics with alt text.

Use Accessible Fonts and Colors:

e Use fonts from the Maryland Web Design System in size 14 or larger
e Use high-contrast text and background colors.
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Plain Language Initiative (PLI) implementation plan

O—0-—60—-0

Build Capacity Develop Assess State Conduct Pilot
and Train Resources Websites Projects
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PLI implementation plan

Part One: Build Capacity and Train

e Grow the PLI Community of Practice with web leads
e Provide a curated combination of new and existing training
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PLI implementation plan

Part Two: Develop Resources

e How to write in plain language
e How to assess content
e How to test content




PLI implementation plan

Part Three: Assess State Websites

Content Workbook
Website Playbook
Discovery Sprint Guide
ReciteMe

Al Pilot
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PLI implementation plan

Part Four: Conduct Pilot Projects

e Pilot the training, resources, and assessment tools with
3-5 agencies starting in July
e Learn from the pilot projects and update Parts 1-3
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PLI-COP timeline

Jan - March 2025

e Join the Plain Language
Community of Practice as a point
of contact for your agency

e Write the MD Style Guide

e Test out plain language
assessment tools

e Kick-off an Al pilot
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Up Next

e |dentify plain language training for
state employees

e Pilot with 3-5 agencies starting in
July
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When'’s the best time to begin writing in plain language?

Now. You can use the Plain Language Standards as a
guide for writing emails, documentation, flyers, content for
your website, any written communication you are working

on right now.
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When'’s the best time to begin writing in plain language?

https://hemingwayapp.com/ - Unvetted, part of the Tools Assessment this quarter.

€« C 25 hemingwayapp.com w &, o

Heming}vxay File G +: Fix Grammar @  +: Rewrite GID Paragraph v Menu v
ditor

Write  Edit Feedback

Now. You can use the Plain Language Standards as a guide for writing emails, documentation,
Al Tools - Try Free flyers, content for your website, any written communication you are working on right now.
kg : ’ : : gonrigtnow| s
" Grade 10
OK. Aim for 9.

‘
Hemingway Editor Plus

Fix highlighted issues, check .
grammar, and adjust tone.

Free 2-week trial.

[ of 2 sentences is
very hard to read.

0 of 2 sentences are
hard to read.
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When'’s the best time to begin writing in plain language?

Now! The Plain Language Standards are ready for you to use.
Start with things that you are working on right now, like emails,
or project documentation.

Write Edit Feedback

Readability ©

Grade 5
Good.

Now! The Plain Language Standards are ready for you to use. Start with things that you are
working on right now, like emails, or project documentation.

Words: 26

mMaryland DOIT.MARYLAND.GOV

DEPARTMENT OF . .
INFORMATION TECHNOLOGY Wes Moore - Governor | Aruna Miller - Lt. Governor | Katie Savage - Secretary



How do [ fit in plain language into my timeline?

It's built in! Writing in plain language is already part of the
MDDS Website Playbook.

Other tools and resources help make writing in plain language
part of your day-to-day.
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Who should be writing in plain language®?

Everyone! Writing in plain language takes practice. It is all of
our responsibility to write clear accessible content.

For large scale content projects, consider hiring a content
writer to your staff. MDDS and the PLI-COP can help.
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Maryland Content Management
System (CMS) update

Carrie Hane - carrie.hane@maryland.qov
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What is a CMS?

content management system (n)

A tool that allows you to create, edit, and manage web content
without having to know code or be a designer.
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Current CMS - SharePoint
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Pilot CMS - content type B

Wi oicial wabsit o the United St governiment -

Department of
Information

Secretary of Information Technology

Create Person =

Please enter the title of the person. For example, Secretary of Information Techy

~ Pt

Chaasa Flle Mo ts cnosan

KATIE OLSON SAVAGE
Secretary of Information Technology

Biography

Katie is a visionary leader In T wha has led successful teams in the federal, local, and nonprofit sectors. Secretary Savage became a technologist
5.3 means to serve the community. S eamed a Master's degree in City Planning after serving two years in the United States Peace Corps in
order to learn human-centered and participatory design. She then used that experience to develop data and spplications for the City of Chicago
and then the Department of Defense.

development of a mobile tracking application used by 200
turing and delivery as part of Ope W: d. She also

A War
the DOD to expedite visa applications for 100 thousand

About Department of IT

{sin Federal IT by FedScoop, and in 2022 for Government
e University of Pennsylvania, and a BA from American

Mission Vision

To provide vital technology solutions that allow the Executive Branch,  The vision of the Department is to lead the State in the creation and
State Agencies and Coordinating Offices to provide Marylanders with  implementation of information technology solutions that improve IT
services that enable them to live and work more safely, efficiently and  infrastructure and government services and keep Maryland current

productively. within IT industry trends.

Leadership
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KATIE OLSON Patrick Mulford
SAVAGE
Secretary of Informatio Atairs Team
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Pilot CMS — landing page

Department of
Information
Technology
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Why move to a new CMS?

SharePoint Server 2019 reaches end of support in July 2026
Easier and faster for you to use
Deliver services more effectively with greater flexibility and adaptability

Additional capabilities:

o Incorporates Maryland Web Design System (MDWDYS)
o Use the new web templates and components
o Accessibility built in

e More adaptable for future needs
e More straightforward for DolT to support
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How we’ll get from here to there

Discovery CMS Evaluation CMS Pilot CMS Planning & CMS Rollout &
Implementation Migration
Evaluate current Assess potential Trial run of a new Set up chosen CMS Move agency
state an-d determine CMS products to fit CMS and website and create websites to new
requirements. requirements. process to test roadmap for moving CMS with new

effectiveness. agency websites. design templates.



Individual site migration process

Conduct analysis of
existing content for
usefulness, redundancy,
relevance, and duplication,
as well as readability and
plain language.

mMaryland
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Redesigned

Enter in CMS ;
website

Update content

Review new content
from new CMS in new
templates.

Enter new content into
CMS.

Rewrite content based
on Content Playbook
guidance.

Modify format to fit new
design template
components.

* do not request workbook until you
are ready to get to work on the audit

DOIT.MARYLAND.GOV

Wes Moore - Governor | Aruna Miller - Lt. Governor | Katie Savage - Secretary



Activity: Let's hear from you
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Q1: Who is on your web team (including contractors)?

Just me

2-5 people work on the website

6—10 people work on the website

11-20 people work on the website

More than 20 people work on the website

moowp»
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Q2: How often is your website updated?

Daily

At least once a week
A few times a month
A few times a quarter
A few times a year
Hardly ever

TMOO® >
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Q3: If it were easier to update the website, would you
update it more often?

A. Yes
B. No
C. Maybe
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Q4: What kind of updates do you make?

Select the most complex kind of update listed. We'll assume you
make all the updates above it.

A. Text updates to existing web pages

B. Add new web pages with same formatting as existing ones
C. Create new web pages from scratch
D. Update the site navigation (labels, dropdown menus)
E. Design new sections of the website
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Q5: What kinds of updates do you want to make but can’t?

Select the most complex kind of update listed.

A. Text updates to existing web pages

B. Add new web pages with same formatting as existing ones
C. Create new web pages from scratch
D. Update the site navigation (labels, dropdown menus)
E. Design new sections of the website
mMaryland DOIT.MARYLAND.GOV
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Open ended questions

Q6: What guestions do you have about this transition?

Q7: What do you look forward to about a new CMS?

https://miro.com/app/board/uXjVLusxHTqg=/?share link id=670392068084

Note: if you do not have a free Miro account, you'll have to create one using your
Maryland state email address.
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Q7: Are you interested Iin being part of a CMS test group?

Requirements:

e Willingness to try a new way of working and working through
process challenges

e Have time to do some activities in the pilot CMS and provide
feedback on your experience throughout the spring

Email carrie.hane@maryland.gov and jeffrey.pass@maryland.gov
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Reminder:
Transparent Government Act

Jeffrey Pass - |effrey.pass@maryland.gov
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TGA Web Publishing Requirement

Many Maryland state agencies have yet to update their
Transparent Government Act (TGA) Compliance Tracker with the
required information about credentials they issue.

e Original deadline for web updates was December 2, 2024
e This initial round of compliance reporting is very manual so
the deadline has not been strictly enforced; but tracker

updates needed ASAP
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TGA Compliance Reporting Process

e Visit the Compliance Tracker Google Drive folder
e Find your agency’s compliance tracker spreadsheet

o If your agency does not have a spreadsheet, you are not subject to TGA
e Answer the prompts for each credential

o For detailed instructions see Marcy Jacob’s January 6 email (subject: Message
from Brad Fallon on TGA compliance reporting)

e Once complete, send a confirmation to brad.fallon@maryland.gov
e Email brad.fallon@maryland.gov with any questions or issues

Google Drive link: https://drive.google.com/drive/folders/1oHrsvNYiZe2S4lfVI8brXISS Uvb5Dpl?usp=sharing
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Q&A and discussion

DOIT.MA

es Moore - Gohna Miller - Lt. Governor | Ka




Future meeting schedule (subject to change, bold indicates in person)

February 11th, 12:30-2 (in person, Crownsville) August 12th, 12:30-2 (in person, location TBD)

March 10th, 2-3:30 (virtual) September 17th, 12-1:30 (virtual)
April 8th, 12:30-2 (in person, location TBD) October 14th, 12:30-2 (in person, location TBD)
May 14th, 12-1:30 (virtual) November 19th, 12:30-2 (virtual)
June 10th, 12:30-2 (in person, location TBD) December 9th, 12:30-2 (in person, Crownsville)

July 9th, 2-3:30 (virtual)
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Thank you
See you February 11th,
In person, in Crownsville!

Feedback Survey

Survey link: https://docs.google.com/forms/d/e/1FAIpQLSdzt9aFrttrravSTTI-WrN6MuaQ6xksf1GU-zIcSC_3J6G-vAlviewform?usp=sharing
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Appendix: Plain Language Resources

Federal Resources: Maryland Consumer Health Information Hub:

1. plainlanguage.gov A resource of GSA and the 1. Online plain language training, recorded,
Plain Language Action and Information free, and on the Maryland Consumer Health
Network (PLAIN). Information Hub website

2. Writing for the Accessible Web Digital.gov https://sph.umd.edu/research-

impact/research-centers/horowitz-center-
health-literacy/consumer-health-
information-hub/hub-events

accessible video presentation.

3. Content Creation - Authoring Meaningful
Alternative Text from Section508.gov.

4. Page Titles, Headings, Hidden Content,
Language, and Writing quide from 18F.
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