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Legistar User Guide

Legistar helps you manage the legislative process, from drafting files to publishing agendas and minutes.

Learning Legistar This section reviews the Legistar interface and setup procedures. Learning
Legistar also covers the different menus and modules in Legistar.

Agenda Creation in the This section explains how to create an agenda with the approved legislative
Agendas Module files. This chapter also explains in detail how to format, edit, and publish
your agenda.

Meeting Finalization in the  This section explains how to edit and publish your meeting video and
Minutes Module minutes documentation.

Download a PDF of the Legistar User Guide
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Learning Legistar

Overview

The Legistar system is an all-in-one product for managing your documents and meeting management
responsibilities. Legistar works with other products in your Granicus solution to perform the following
tasks:

e Maintain supporting documentation

e Generate agendas

¢ Manage meetings

e Control and support workflow

o Index meeting video

e Create minutes

o Publish data, reports, files, and media to the web

» Organize and track legislative files

Workflow

To help you get the most from your Granicus solution, the contents of this guide have been organized to fit a specific
workflow of how Legistar is best used. You will be led through the following steps:

Pre-agenda Approval in the Legislative Files Module

1. Legislation details are drafted into legislative files by department “drafters.”
2. Legislative files are routed through the Approval Tracking System (ATS).

3. Approved legislative files are scheduled for the upcoming agenda.

Agenda Creation in the Agendas Module

1. Legislative files are reviewed by the clerk’s office.
2. Agenda is generated and the agenda report is published to InSite.

3. The meeting data is exported to MediaManager for the meeting to be available for loading in LiveManager.
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Meeting Action Management in LiveManager

1. During the meeting, the meeting’s actions are recorded in LiveManager.

Meeting Finalization in the Minutes Module
1. Meeting video is trimmed and timestamps are edited in MediaManager, and the video is published in InSite.
2. Minutes data is reviewed in the Minutes module.

3. Minutes report is run and published to InSite.

>>Next Section: Signing in to Legistar
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Signing In to Legistar 5

Before you sign in to Legistar you must have a user account and password for Legistar. If you do not
have these credentials, please contact your System Administrator.

If you do not have a Legistar icon on your desktop, go to Start > Programs > Legistar 5 to open the
program. You can create a Legistar desktop shortcut by navigating to Start > Programs and dragging
and dropping Legistar 5 onto your desktop.

1. Double-click the Legistar icon on your desktop.

Legistar Icon

2. Enter your User Name and Password in the Sign In window. Your password is case sensitive and
must contain a minimum of six characters.

If you lose your username or password, contact your Legistar system administrator.

3. Select your live database from the dropdown menu. Your live database stores the work and settings
relevant to your meeting body. Your other database is for training purposes only.

4. Verify the Local radio button is selected. The Local connection allows you to connect to Legistar
through your local network. The Remote connection is for connecting to Legistar over the internet.
Best Practice: Select the Local radio button.

5. Click Sign In.
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@Qgranicus. | Legistar

Version 5.2.122

Username:

daystar

Passwaord:

— |

Database:

Tasha -

Connect: @ Local () Remote

Signing in to Legistar

>>Next Section: Navigating the Legistar Home Module
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Navigating the Legistar Home Interface

When you first open Legistar, the application opens from within the Home module. Familiarize yourself
with the location of the following buttons and features:

'@ Legistar - Home B E | = E P .|1
Tools Reports |Help
F
) i Legist
e @granlcus. egistar
Et Recent Agendas c Recent Files D
L'r/ 10/8/2012 - City Coundil ~] 11-0034 - o
Files G 3/28/2013 - City Council 11-0022 -
10/8/2012 - City Council 11-0044 - Authorization to purchase a new polic.
R 10/5/2012 - City Council 11-0043 - authorization to purchase a new fire t.
Agendas 6/28/2012 - City Coundil - Tasha L 11-0042 - testing |
7/19/2012 - City Council 11-0041 - Replace with Title Text
‘= 771972012 - City Council o]  11-0039 - ATS Test -
ko) . il il
e | Recent Minutes J_ . Approval Requests I
6/28/2012 - City Coundil - Tasha L~
7 6/7/2012 - City Coundil - video test
" S K 1/4/2012 - City Council
Search 12/14/2011 - City Coundil
L 11/16/2011 - City Council L
12/14/2011 - City Council
12/14/2011 - City Council -
\ J

A. Home Module
B. Tools Menu

C. Recent Agendas
D. Recent Files

E. Reports Button
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F. Help Menu

G. Files Module

H. Agendas Module
I. Minutes Module
J.  Recent Minutes
K. Search Tool

L. Exit

M. Approval Requests

>>Next Section: Legistar Menus and Modules
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Legistar Menus and Modules

It's important for you to understand the way Legistar divides the workflow and functionality of its software. There are six
different menus and modules in Legistar that we recommend you familiarize yourself with.

The Home Module

When you first open Legistar, the application opens from within the Home module. From this interface you have multiple
options for opening recent files, viewing recent approval requests, and launching other menus and modules.

The Recent Agendas, Recent Minutes, Recent Files lists, and Approval Requests displayed on the Home screen are
auto-populated based on the records you have most recently edited or visited for more than 20 seconds.

The number of files that appear on these lists can be adjusted in Local Settings > Personal Settings under the Tools
menu on the Home screen.

The Tools Menu

Settings for personalizing what you see in the Legistar interface and for access to Legistar Admin can be found via the
Tools dropdown menu in the Home module.

. | —— "
#) Legistar - Home _— Sp—

" Local Settings

Administration

Meeting Manager

‘ Legistar

Refresh Administration

— t Recent Agendas
/ 10/8/2012 - City Council
Files 3/28/2013 - City Council

AnfQrMnan R Caoomel

Tools Menu
Option Description
Local Settings From this menu you can personalize Legistar to enhance your meeting workflow

- . In Administration you can configure the database to match the workflow of your Legislative
Administration

Management
Refresh

S . Select Refresh Administration to enable your recent changes
Administration
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The Files Module

In the Files module you can create the files required to build the agenda. If you have Approval Tracking enabled, this is
where you perform the first steps in starting the sequence.

- N
(@) Legistar - Legislative Files (Edit Record Mode) e
Reports  Help

Save | | New |Clear |"" Unlock |Edit |Tmls |Brows‘e |
ﬁ EZ Text Search | |
S R ] sous e )
Home
In Contral |City Council “‘ File Created m
l Title |Authorization to purchase a new police car -~ Agenda Date l:l m
Files .| g  FinalAdion [ m
— Text File | History | | Attachments || Associations || Details | Approval Tracking (3) |
[ gt || wew | [ pelete | [ view | Version |1 [t tcurrent) [ 7] [ setas current
Agendas .
.Title
=) Authorization to purchase a new police car
Minutes
-
Search

Files Module

The Agendas Module

In the Agendas module you will generate the agenda, work with agenda lines, auto-number, and prepare your agenda

for publishing.
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Generate| Aut(H?| Add ~ | Delata| Go to File

-
3) Legistar - Meeting Agendas (History Only)(Edit Record Mode) ‘ \ (= [ e
Save Clear |"YLlock |Edit Tools Minutes Reports  Help
PR City Council - Mon, Oct 8, 2012 7:00 PM - Draft
Home Calendar | Agenda
— ® Agendaltem HaaderL’lstl |' | Style
- ® Header/Comment
| Description| ROLL CALL | &
Files
line 1 Hem#1 | Comment] | &
Line ‘ Item | File ID ‘ Description | Comment | Action Action Text Action Mote
» 1 1 ROLL CALL
2 2 CALL TO ORDER
3 3 INVOCATION
4 11-0033 [Enter Text Here]
o | s 11-0031 [Enter Text Here]
Minutes || 6 11-0028 This is the title
7 11-0025 Resolution to [ACTION ] the [OBJECT] by the
Q
Y
Search

L —

Agendas Module

The Minutes Module

In the Minutes module you can record the roll call, actions, votes, and notes of your meeting, as well as finalize the

meeting’s minutes.

Only Mode)

% Legistar - Meeting Minutes (Read
| |

Clear |*] Unlock | Edit Tools Agendas

EBIE=2=]

Reports  Help

PN City Council - Wed, Jan 4, 2012 7:00 PM - Final
(e Calendar || Minutes ”Adims”(:umt\fntes] Published Dat= I:l
Linel of 15 Iem# |1 | File o | ‘ File Type | [=]
Description | ROLL CALL & syl 2 |
= conmere | @ e | |
Line | Item | File ID [ Description [« [ Action Action Text Action Note Media
L] r 1 1 ROLL CALL
' 2 CALL TO ORDER
REsaday 3 Item rem...
|| 4 11-0009 Adopt Resolution for Code Provisions
? 5 1-0017 Resolution on banning pensions
G 6 11-0018 Recommendation to adopt resolution on 1724
Minutes 7 4 APPROVAL OF MINUTES
|| 8 11-0009 Adopt Resolution for Code Provisions adopted This Resolution was adopted
O || 9 11-0017 Resolution on banning pensions
N /‘ || 10 11-0018 Recommendation to adopt resolution on
. 1 Finance Committee
12 COMMITTEE REPORTS 1725
13 OLD BUSINESS
Exit 14 PUBLIC ANNOUNCEMENTS
15 ADJOURNMENT
Add ~ ‘ Deletal Go to F\\e|

- = —

Minutes Module
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The Search Module

The Search module features a search field that allows you to input text and return highlighted results from within
legislative files.

(@ Legistar - Full Text Search [ESYEEN =)
| GoToFile | Spell | Clear Help
@ Search Text
n ‘bnlice car | [ Advanced Search J
Home
E ;t‘" Search Results [ search current versions only __Gotu T —
-y 7 -
File; File ID File Version CTitle
11-0044 1 Authorization to purchase a new police car
Ea
Agendas
Minutes
Search

1 ofl

Search Module

The Reports Module

Every module in the Legistar interface contains the Report module; however, different reports are generated depending
on the active module.

.:: FILE SUMMARY ::.
|

Home Print

Destinatian |Acruhat Format(POF} | - |
(® This Legislative File - 11-0044

l O allLegislativeFiles [] save the report

Displays the file ID number, type, title, status, and introduced date of a legislative matter or matters.

Agendas

Reports Module - Example Legislative File Report

>>Next Section: Common Legistar Module Functionality
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Common Legistar Module Functionality

Inside each of the Legistar modules, you will find the following fields and buttons. The functionality of these items will
work the same within each module, although the options under each button may differ.

Select any of the modules (Files, Agendas, Minutes, or Search) to see the following features at the top of the interface:

|Search | New |Clear | | Edit |T00|'5 |Br0wse |

Common Module Features

Item

Save

Search

New
Clear
Lock
Edit
Tools
Browse

Reports

Help

Description

Allows you to save any changes made since entering the module screen

Allows you to search the Legistar database (available only in Search Mode). You can enter
data or select the appropriate values and click Search; this prompts Legistar to retrieve all
the matching corresponding data

Allows you to create a new file in the Legistar database

Clears display information and returns you to Search Mode

Prevents any changes from occurring on the file until it is unlocked

Allows you to edit text fields with tools such as cut, copy, and paste

Gives you access to a variety of different options and functions depending on the screen
Allows you to review the screen records or the records most recently accessed

Allows you to select a report to run based on the displayed Legistar data

Contains information on specific fields as well as many of the process steps found in this
manual. Each screen has a Help button that covers the relevant screen

>>Next Section: Date Fields and Calendar Buttons
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Date Fields and Calendar Buttons

The date fields within Legistar store and display dates in the mm/dd/yyyy format. To enter dates, complete the following

steps:
1. Click the Calendar button

[

next to any of the date fields. The calendar window opens.
2. Select a date from the calendar. The entered date is highlighted.
o Click the directional arrows to select a different month.

e Click and hold the month and year to select from a list of months.

4/8/2013 12:1%:30 PM | Today |

Calendar Window

The entered date will appear in one of the following three colors; these colors are customizable in Admin, but
the recommended defaults are:

* Black- Past date
* Red- Today’s date
* Green- Future date

Note: You can also enter the date in the text field using the mm/dd/yyyy format.

Note: When selecting the Agenda Date from the calendar, you can only select a scheduled meeting date highlighted in
green. This setting can be enabled and disabled in Admin > System Settings > Restrict Agenda Date Selection.
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Date Entry Shortcuts

Legistar provides you with a series of shortcuts to quickly and efficiently auto-fill dates in the system. Enter the following
in a date field (replacing any # signs with the desired number) and press the Tab key:

Shortcut Description

T Enters today's date in the active field

+#d The date moves ahead by the specified number of days; for example, enter +10d to jump
forward ten days

#d The date moves backward by the specified number of days; for example, enter -10d to jump
ten days into the past

W The date moves ahead by the specified number of weeks; for example, enter +2w to jump
forward two weeks

Hw The date moves backward by the specified number of weeks; for example, enter -2w to jump
two weeks into the past

+#m The date moves forward by the specified number of months; for example, enter +2m to jump
forward one month

#m The date moves backward by the specified number of months; for example, enter -2m to
jump two months into the past

+# The date moves forward by the specified number of years; for example, enter +1y to jump

y forward one year
Hy The date moves backward by the specified number of years; for example, enter -1y to jump

one year into the past

>>Next Section: Editing Text in Legistar
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Editing Text in Legistar

Zoom Windows

Many of the fields in the Legistar modules have a zoom icon (a magnifying glass with a "+" in the middle) located to the
right of the field. Click this button to open the Zoom window; this allows you to edit the field’s text in detail.

e e N

| Search | New | Clear | '] | Edit | Tools |BFGWS

EZ Text Search | |

Calendar [Minut&s l [ Actions H Consent ‘n’u:rtesl

Minutes forthe |

Location |

Notes |

Date | Day and Time | Meeting Body

» | March, 2013 (1)
3/28/2013 Thu - 7:00 PM City Council Draft

Zoom Icons

1. Click the Zoom icon next to the text field you wish to edit. If the record is locked, the Zoom window will open in
read-only mode.

2. Click in the text field of the Zoom window to edit text.

3. Use the following buttons to edit the text.

Save Print Paste Spell Add |He|p Cancel

Zoom Window Buttons

Button Description
OK Closes the form, also saves any changes
Save Saves any changes you make within the text field. This button is helpful if you are doing an extended

amount of editing

Print Click Print and choose the connected printer from the Name dropdown menu. Click OK

A® 2014 Granicus, Inc. All rights reserved.
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Click Paste to input any text you have copied to the clipboard. To copy text, highlight any text from

Paste within a field in Legistar and press Ctrl + C

Spell Runs a spell check on any of the text within the zoom window text field

Add Launches the Standard Paragraph tool from which you can enter text you use often
Help Launches additional help information for the Zoom window

Cancel Closes the Zoom window without saving any of the changes you have made

4. Click Save.

Rich Text Formatting

You may see additional buttons for editing text. These buttons are part of the RTF - Rich Text Formatting - Zoom box,
signified by a magnifying glass icon with an "A" in the center.

Button Description
Cut N ) . .
Highlight the text from the Zoom window and click the Cut button to remove the text and copy it
ﬁ to your clipboard for pasting elsewhere
Copy Highlight the text from the Zoom window and click the Copy button to duplicate the text to your
clipboard for pasting elsewhere
Find
Locates the occurrence(s) of a word in a document
L
Bold
Highlight the desired text and click the B button to bold the text
B
Italics
Highlight the desired text and click the | button to Italicize the text
I
Underline
- Highlight the desired text and click the U button to Underline the text
Strike
Highlight the desired text and click the Strike button to place a line through the text
AEE
Color
_A_ Changes the color of the foreground text
Font
Changes the text font and size
Font
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>>Next Section: Spelling Check Tool
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Spelling Check Tool

The Spelling Check tool in Legistar is similar to other spell check tools you may have used before. The features of the
Spelling Check tool are described below.

1. Click Spell in the zoom window. The entered text will automatically be checked for any errors.
r:-_i) éunm -
OK Save Print Paste B Add |He|p Cancel

il'he new police ccar will cost Spell Check

Spell Button

2. Review the features below to choose to ignore the spelling suggestion, add the word to your
dictionary, or change the misspelling to the suggested word.

@Zﬂ-ﬂm | = | & 22 |
OK Save Print Paste Spell Add |He|p Cancel
Th lice [ i -
e new poice BT} w Spelling Check =

Suggestions: @

car

char F

czar Change

scar s —————

Change All
Add Weords Te:
| LegistarCust.DCT -

Spelling Check Window

Item Description

Lists the possible misspelling or unrecognized word. Also displays the new entry to which

Not in Dictionary the word should be changed
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Legistar User Guide

Possible listed corrections to the misspelled or unrecognized word. Select the checkbox to
hide the suggestions. Select a suggestion from the list and click Change to modify the
original word

Specifies the dictionary to which new words will be added. The default location is the
Legistar dictionary on the Legistar server

Disregards the instance of the misspelled or unrecognized word
Disregards all instances of the misspelling or unrecognized word
Appends the misspelled or unrecognized word to the current custom dictionary

Alters the instance of the misspelled word to the selected altered word. This button is
enabled when the possible misspelling in the Not in Dictionary field has been changed

Alters all instances of the misspelled word to the selected altered word. This button is
enabled when the possible misspelling in the Not in Dictionary field has been changed

Disables the current spell check process

3. Click Exit to leave the Spelling Check tool and click OK at the prompt.

>>Next Section: Standard Paragraphs
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Standard Paragraphs

The standard paragraph feature allows you to store commonly used sentences and paragraphs in one location. Then,
you can copy the text to the clipboard and paste it into an area of Legistar as needed.

Loading a Standard Paragraph

1. Click Tools > Standard Paragraphs or press F8 to access the Standard Paragraphs window.

| Clear |/*) Unlock | Edit

Attachment Utility

— ] Security Log
D] Type [Resolution
' ) Spell

Error Log

to purchase a new fire truck ¥ Unlock
Create Resolution From

EIEE K

Copy File
]a.d'lrnenls(ﬂ“ Associations |lI: Add Batch History Line

| Delete | | view |
Standard Paragraph 10 | |

Assign File Ids
hase a new fire truck 5

Undo File Id Assignment
Meeting Manager
Approval Web Link

Sawve Search
Delete Saved Searches

Unlock File From Approval Tracking Process

Selecting Standard Paragraph from the Tools Menu

2. Select the stored standard paragraph name from the list or search for a specific standard paragraph
using the search box.

3. Click Copy To Legistar Clipboard to copy the text to the clipboard.
4. Click within the text field to make it active.
5. Right-click within the field> select Paste to paste the standard paragraph into the field.

6. Click Save.

A® 2014 Granicus, Inc. All rights reserved.
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Creating a Standard Paragraph

Complete the following steps to create standard paragraph text.
1. Click the Home module icon.
2. Select Tools > Administration.
3. Select WorkFlow Control > Work Flow Options > Standard Paragraphs from the menu on the left.
4. Enter a title in the Paragraph Name field.
5. Enter the standard paragraph text in the Paragraph Text field.

6. Click Save.

>>Next Section: Legistar Reports
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Legistar Reports

Every module in the Legistar interface contains the Report button; however, different reports are generated depending
on the active module. The Reports feature in Legistar is used to retrieve and format almost any sort of information from
the system. You can run reports for specific files, meeting minutes, agendas, or general information that meets your
criteria.

Launching Reports

The Reports button is always located in the upper right-hand corner of the screen.

Reports | Help

@granicus. | Legistar

Recent Agendas Recent Files
3/28/2013 - City Council ﬁ 11-0043 - authorization to purchase a new fire truck ﬁ

10/5/2012 - City Council 11-0044 - Authorization to purchase a new police car

fm e oamm s o A mnea

Reports Button

If you're opening Reports from the Files, Agendas, or Minutes Modules you will have to select a report type from the
dropdown menu before you can open the Reports window.

Click Reports and select one of the report types to open.

Common Report Settings

Each Report window in Legistar contains settings specific to that (Legislative Files, Agendas, and Minutes) module.

Setting Description

This setting allows you to choose where you will send a
finished report. Generally, your options include a PDF,

Destination HTML, printer, InSite, MS Word document, and email.
Select a Destination option from the dropdown menu.
Save Settings Allows you to save the enabled settings for the report.

Include Attachments If the selected report includes attachments, selecting this
checkbox will print both the attachments and the report.
Select this checkbox to save the report. A Save dialogue

Save the Report box will open prompting you with instructions.

A® 2014 Granicus, Inc. All rights reserved.
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Running a Report

To run a report in Legistar, complete the following steps from any module:

1. Click Reports in the upper right-hand corner of the window.

Reports | Help

@granicus. | Legistar

Recent Agendas Recent Files

3/28/2013 - City Council 11-0043 - authorization to purchase a new fire truck
10/5/2012 - City Council l 11-0044 - Authorization to purchase a new police car |

A s

Reports Button

2. Click the Reports drop-down menu and select one of the report options. These options are
described in the table below.

S tcgr e S

General Certification

Hearing Motices
File Summary
Files Introduced

— Meeting Attendance
= /: Meeting Calendar
Files Approver Status
Referral List
BE Subject Matter Index
Voting Record
Agendas Mailing Labels

Upcoming Agenda ltems

| Pending Items List

Reports Drop-down Menu

A® 2014 Granicus, Inc. All rights reserved.
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Report Option

General Certification

Notice of Public Hearing /
Hearing Notices

Matter Summary / File
Summary

Matters Introduced / Files
Introduced

Meeting Attendance

Meeting Calendar

Approver Status

Referral List

Subject Matter Index

A® 2014 Granicus, Inc. All rights reserved.
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Description

Standard legal template for surrounding text that needs to be certified

Provides notice of a meeting and is available from the Agenda screen. If a
special meeting is scheduled that is not entered in Legistar, this report can
be used to create a notice for the meeting

A summary for a file or group of files. Available from the Home and Files
modules

A lists of files introduced in user-defined date ranges

Contains the attendance records for specific member; it's organized by
meeting body

A list of upcoming or past meetings

Lists all the files that are currently in a "Review Requested” or “Review
Paused" status for any given approver. This report shows how many files
any given approver still has to act on. The report is available from the
Home screen, and displays the following data: File ID, Approver name,
Request Date, Escalation Date, Agenda Date, Title. You can select 1 or
more approvers, and whether to show or hide paused sequences.

Lists outstanding referrals that have not been returned. It contains
information on the body to whom the referral was made, the date it was
made, and the body that referred the matter

A list of files based on the Index Terms added in the Associations tab

25
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A record of a Council’s votes in a specific body and / or for a specific date
range

Voting Record

Mailing Labels Creates Mailing Labels or lists of the people entered in Administration

Pulls items based off the date range selected at run time. You can also select the

file type and body to use to generate the report. You can run this report from the

Upcoming Agenda Items Home screen

Pending Items List /

Lists files currently under pending committee actions
Pending List v P d

Note: The items you see here may be different depending on the module you are in and how your
Legistar system is configured.

3. Enter the appropriate settings as desired.

4. Select the report's Destination from the drop-down menu available.

5. Click Run to generate the report.

>>Next Section: Printing a Report
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Printing a Report

You can print any type of report from within any Legistar module. Complete the following steps:

1. Click Reports in the upper right-hand corner of the window and select the report you want to run from the drop-
down menu.

2. Click the Destination drop-down menu and select Printer.

Reports | Run | Agenda Packet

..t MEETING AGENDA ::.

Settings
r -
(O selected Lines | DestinationJ |'
Publizh To InSite - Calendar (PDF)
@ Al Lines [ ] include Attachments ws;;;tuHcEMmLenFtlb
[ Format(PDF)

Produces a report that includes all the details of the agenda.

Archive To Laserfiche

RTF (Editable - Word)

|:| Show Cover D Show Text Title
Show File ID

|:| Show Agenda Status

Show LegislativeFile Sponsors

Printing a Report

3. Select the appropriate settings as desired.
4. Click Run.

>>Next Section: Legistar Shortcuts
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Legistar Shortcuts

There are several key combinations which can save you time performing various functions in Legistar:

Shortcut

F1

F2

F6

F8

F11

F12

Ctrl+E

Ctrl+C

Ctrl+X

Ctrl+V

Ctrl+Z

Description
Opens the Legistar Help Menu

Opens the URL specified in Administration > System Settings > General >
Additional Home Screen Help Item Menu URL

Opens the View Media menu from the Minutes module
Opens the Standard Paragraph menu

Locks all fields within the Administration grid

Unlocks all fields within the Administration grid

Enables Edit Record mode

Copies the highlighted text to your clipboard

Cuts the selected text to your clipboard

Pastes text from your clipboard to the location of the cursor

The undo function; removes the last typed text or entry selected. You can press this key
combination multiple times to undo multiple changes

>>Next Section: Locking and Unlocking Records in Legistar

A® 2014 Granicus, Inc. All rights reserved.
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Locking and Unlocking Records in Legistar

Locking a file prevents any changes to the file until it is unlocked. Locking and unlocking a file can be done by clicking
the Lock button from the Files module or the Lock/Unlock toggle command on the Tools Menu. If the file is already
locked, this option reads Unlock.

There may also be certain actions which lock a file. For example, after an item has been adopted the file will
automatically lock. Only certain users have the ability to lock and unlock a file.

To lock a record, click Lock on the toolbar.

| Clear “PLlock Edit | Tools

After you lock a record, the Lock button changes to say Unlock. Click Unlock

to reopen a record for editing.

>> Next Section: Work Modes in Legistar
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Work Modes in Legistar

There are four different work modes in Legistar. You can see which mode in which you're working by looking at the top

of the Legistar window.

3) Legistar - Legislative File

| Search

s}

| New | Clear

_zax EZ Text Search ||

Identifying Work Mode in Legistar

These are described in the table below:

Mode Description

Search Mode enter variables for searching

New Record Mode Enable by clicking New in the Files module

Edit Record Mode
record

Read-Only Mode the information on screen

>>Next Section: Personalizing Legistar

A® 2014 Granicus, Inc. All rights reserved.
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When you first open a module, the mode is already set to Search Mode, allowing you to

Select Edit > Edit Record in order to enable editing of the different fields in the open

Read-only mode restricts users from performing any edits on a file. They can only view
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Personalizing Legistar

Before you begin working in Legistar, we recommend you personalize the application to fit your workflow and individual
needs. Complete the following steps to personalize Legistar.

Select Tools > Local Settings from the Legistar Home interface. The Personal Settings menu opens. Configure the
application to suit your needs from this menu.

See the Related section below for topics about this section of Legistar.

Personal Settings |Passwnrd ILaserﬁd1e l
GENERAL ¥,
Auto Save vEs -
CalendarDisplay |‘1’E5 | - |
Recent Files Limit 10 |
Search Results Threshold |1|:]|:| |
Work Style vES -
Additional Home Screen Help Menu Item |TestText |
Text
Additional Home Screen Help Menu Item |www.granims.mm |
URL
LEGISLATIVE FILES ¥
AGENDAS ¥
MINUTES »
FILE LOCATIONS ¥
COLOR SETTINGS »

Personal Settings

>>Next Section: Changing your Password

A® 2014 Granicus, Inc. All rights reserved.
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Changing Your Password

Not all Legistar users have permission to change their own passwords. If you don’t have permission, you need to
contact your system administrator to change your password for you. If you do have the necessary permissions,
complete the following steps:

6.

7.

Select Tools > Local Settings from the Legistar Home interface. The Personal Settings menu
opens.

Select the Password tab.

Enter your Old Password.

Enter your New Password.

Enter your New Password again for confirmation.
Click Save.

Select the Personal Settings tab to return to the Personal Settings menu.

Personal Settings | Password | Laserfiche

Change Password For User Daystar

0ld Password | |

Mew Password | |

Confirm New | |

Changing Your Password

>>Next Section: General Settings

A® 2014 Granicus, Inc. All rights reserved.
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Personal Settings Menu - General Settings

Complete the following steps from the Personal Settings menu:

The General settings allow you to set default settings for any new files you create. See below for descriptions of each

setting.

Personal Settings |Password l Laserfiche l
GENERAL ¥
Auto Save |YES | - |
CalendarDisplay |YES |v |
Recent Files Limit |1n |
Search Results Threshold |1u0 |
Work Style |YES | - |
Additional Home Screen Help Menu Item |TestText |
Text
Additional Home Screen Help Menu Item |www,granic|_,|5,ccr|1 |
URL
LEGISLATIVE FILES 2
AGENDAS »
MINUTES )
FILE LOCATIONS )
COLOR SETTINGS )
General Settings
Item Description
If set to YES, any changes made to Legistar data will auto save when you exit the
Auto-Save interface. However, you should occasionally click the Save button when working in

Calendar Display

Recent Files Limit

A® 2014 Granicus, Inc. All rights reserved.

Legistar

If set to YES, the Calendar tab within the Agendas and Minutes interface displays
data from the default date ranges set in Personal Settings > Agendas and Personal
Settings > Minutes

Sets the default number of files that appear under the Recent lists on the Legistar
Home interface
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Search Results Threshold

Work Style

Additional Home Screen Help
Menu Item Text

Additional Home Screen Help
Menu Item URL

Legistar User Guide

Sets the maximum number of files retrieved within the Search feature. If there are
additional files available outside of the set Search Threshold, you will receive a
message requesting the display of all search results

Warning! The maximum threshold you can enter is 999; however, a large threshold
number may result in a slower retrieval speed. The recommended threshold is 100.

If set to Yes, a rich text format is used to display the meeting data with which you are
working in the Agendas and Minutes interfaces. This display is NOT a preview of
your final agendas or minutes document

Use this field to insert an additional item into the Help Menu

Use this field to insert the URL to which the above item links

>>Next Section: Legislative File Settings

A® 2014 Granicus, Inc. All rights reserved.

34


https://help.granicus.com/Granicus_User_Guides/Legistar/Legistar_User_Guide/01Learning_Legistar/Personalizing_Legistar/03Personal_Settings_Menu_-_Legislative_Files

(® GRANICUS

Legistar User Guide

Personal Settings Menu - Legislative Files

Complete the following steps from the Personal Settings menu:

Click Legislative Files on the accordion menu. See below for descriptions of each setting.

Personal Settings - Legislative Files

Item

Add Contact Email On Add New File

Default Body Sponsor

Default File Controlling Body

A® 2014 Granicus, Inc. All rights reserved.

Personal Settings ‘ Password ]Laserﬁche l
GENERAL »
LEGISLATIVE FILES ¥l
Add Contact Email On Add New File |ND |v|
Default Body Sponsar |C-ih" Council |- |
Default FileControlling Body ||;m.- Council |v |
Default File Status |Draﬂ | - |
Default File Type Resolution A
Default Name Sponsar |NDNE |- |
Show Tool Tip In File Display |YES |v |
AGENDAS )

Description

If set to YES, the Controlling Body’s email will be included on a new
Legislative File. The email address must be entered for a contact under
People > Address and then set in Administration > Government Bodies >
Bodies > Contact > select the person you entered in People

The default appears in the Legislative File module > Associations tab >
Sponsor field

Sets the default Controlling Body for a new file, the Controlling Body has
the ability to control legislative files that are set up for body security. This
setting appears in Legislative Files > In Control when the user generates a
new legislative file
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Default File Status

Default File Type

Default Name Sponsor

Show Tool Tip In File Display

>>Next Section: Agendas Settings

A® 2014 Granicus, Inc. All rights reserved.
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Sets the default status for a new legislative file. After the file is created,
this status can be changed. The System Administrator can edit the
available default status options via Administration > Legislative Files > File
Status. File status examples include draft, passed, adopted, etc.

Sets the default file type for a new legislative file. After the file is created,
the type can be changed. The System Administrator can edit the available
default File Type options via Administration > Legislative Files > Type
Name. File types include appointment, closed session, resolution,
proclamation, etc.

Sets the individual sponsor for legislative files. The file’s sponsors are
displayed in Legislative File > Associations > Sponsors. Individuals are
enabled as sponsors in Admin > Government Bodies > Bodies >any of the
listed legislative bodies > Sponsor Type and can be edited by the System
Administrator

Allows you to mouse-over a field and receive a definition for that field.

Only applicable if the field’s help text is entered in Administration > Label
Settings > Legislative Files > enter Help Text
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Personal Settings Menu - Agendas

Complete the following steps from the Personal Settings menu:

Click Agendas on the accordion menu. The settings are described below.

LEGISLATIVE FILES &

AGENDAS ¥,
Beginning Date Range For Calendar E |
Default Meeting Body City Council -
Ending Date Range For Calendar |gu |

Personal Settings - Agendas

Item Description

Beginning Date Range For Calendar interface

Default Meeting Body File

Ending Date Range For Calendar

>>Next Section: Minutes Settings

A® 2014 Granicus, Inc. All rights reserved.
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Sets a specific date range for displaying past agendas on the Legistar Home

Sets the name of the default Meeting Body when you create a new Legislative

Sets a specific date range for displaying future agendas for the entered number
of days on the Legistar Home interface
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Personal Settings Menu - Minutes

Complete the following steps from the Personal Settings menu:

Click Minutes on the accordion menu. The settings are described below.

MIMUTES

<l

Beaginning Date Range For Minutes E

Calendar View

Ending Date Range For Minutes Calendar |gu

View

Personal Settings - Minutes

Item

Beginning Date Range For Minutes Calendar
View

Ending Date Range For Minutes Calendar View

>>Next Section: File Locations Settings

A® 2014 Granicus, Inc. All rights reserved.

Description

Sets a specific date range for displaying past minutes on the Legistar

Home interface

Sets a specific date range for displaying future minutes on the
Legistar Home interface
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Personal Settings Menu - File Locations

Complete the following steps from the Personal Settings menu:

Click File Locations on the accordion menu. The settings are described below.

Warning! Do not change these settings unless you are experienced with working in the directories and file locations.

P

FILE LOCATIONS ¥,

BExport Folder
Impaort Folder
Text File Impart Folder

LeqislativeFiles PacketDestination

:\Legistar 5\caraol wport E]

|C:‘|,|_egis13r5‘l.|11::d‘l.import‘l, |E]
|C:‘|Prngram FiIes‘l,DaysEr‘lL|E]
|C:;'1.vag|is13r5;'1_FF'E||::‘rsuet,.r |E]

Personal Settings - File Locations

Item

Export Folder

Import Folder

Text File Import Folder

LegislativeFiles PacketDestination

>>Next Section: Color Settings
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Description

The set directory to which data is saved when you run a report and select the Save
Report checkbox

The set directory from which you will import data; save your attachments here to
import them into Legistar

A default directory you can use for storing the text files you will import into Legistar

The location where files are saved when you select the packet destination when
running Legislative File reports
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Personal Settings Menu - Color

Complete the following steps from the Personal Settings menu:

Select Color Settings from the accordion menu. The settings are described below.

COLOR SETTINGS ¥l

Date Text Colar {Future) _E]
o T ol E—
o T ol ——&

Field Focus Color |E]

(-]

|
|

Grid Row Selection Color | |E]
|

(-]

Frozen Locked Fields

AVS Activated Agenda

Personal Settings - Color Settings

Item Description

Date Text Color (Future) Fields containing future dates will display date text in the set color
Date Text Color (Past) Fields containing past dates will display date text in the set color

Date Text Color (Today) Fields containing the current date will display date text in the set color
Field Focus Color The background color of any active field

Frozen Locked Fields The background color of any locked field

Grid Row Selection Color The field color for any selected rows

AVS Activated Agenda Color of the active Agenda item within the Active Voting System module

>>Next Section: Laserfiche Settings
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Using a Scanner with Legistar

You can set up Legistar to import scans directly into the system. Complete the following steps from the Home module:
Select Tools > Local Settings to open the Personalize Legistar screen.

Expand File Locations.

Enter the path to your scanner into the Import field.

Click Save.

> wnh o=

Now, when you click Scan in the Files module, the Legistar system will automatically recognize your printer or scanner
to grab the file.

There are a few things to keep in mind when using this feature. It is very easy to produce scans with unwieldy file sizes if
your scanner settings are photo quality. Attachments in Legistar are typically a working copy of the original, so photo
quality/high resolution is usually not needed.

 ltis generally best practice to set the Quality to either Medium or Normal

* Resolution should be set to at most 300 dpi

* Manually review the scan to ensure it is not producing unneeded or blank pages

A® 2014 Granicus, Inc. All rights reserved.
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Laserfiche Settings

If you have the Laserfiche - Legistar integration, you can save your Laserfiche username and password in the Personal
Settings mene. Complete the following steps from the Personal Settings menu:

1. Click the Laserfiche tab.
2. Enter your Laserfiche Username.
3. Enter your Laserfiche Password.

4, Click Save.

Personal Settings lF‘asswurd | Laserfiche

Laserfiche User Name and Password

*User Name

* Password

Laserfiche Settings

>>Next Section: Pre-Agenda Approval in the Files Module
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Pre-Agenda Approval in the Files Module

Legistar allows you to approve each agenda item as it is routed through the approval process. This
section walks you through this process, as you prepare your agenda.

Use the Files module to draft legislative files, then route them through ATS. You can also run reports on
and search for legislative files.

>>Next Section: Navigating the Files Module

A®© 2014 Granicus, Inc. All rights reserved.
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Navigating the Files Module

The following content walks you through the Files interface. Because many of the following features can
be customized, they are described here in their default state and follow the standardized best practices
set by the Legistar team.

The Files, Agendas, and Minutes interfaces are divided into two sections: Workspace and Tabs.

Workspace

The Workspace is located at the top of the Files, Agendas, and Minutes interface. The fields within the
Workspace contain general information for the different record types and are editable by the user. The
main Legistar features are accessible through the Workspace, though some of the available features will
vary depending on the active module.

Save | | New | Clear |’;"- Unlock | Edit | Tools |Browse | Reports  Help
EZ Text Search | | @
File ID |E| Type |Resulutiun |v | Status |Fir5t Reading |v |
In Control |C'¢Y Council |' | File Created m
Title | Authorization to purchase a new police car s Agenda Date l:l m
i FinalAcion | |

Workspace in the Files Module

The following sections highlight the main fields within the Files Workspace.

Item Description

Searches Legislative Files for the input text. Click the Magnifying

Glass icon
EZ Text Search
E:Y
to open a text box for further defining your search

Every Legislative File receives this unique file number. The System
File ID Administrator can change the format of the File ID via the Permanent
and Temporary settings in System Administration

A® 2014 Granicus, Inc. All rights reserved.
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File Type

Status

In Control

File Created

Title

Agenda Date

Final Action

Legistar User Guide

Identifies the type of Legislative File, such as an ordinance or
resolution. This field searches for, groups, and reports on legislative
files. More importantly, File Type places the legislative file in the
appropriate place on the agenda per your setup in Administration

Identifies what stage the file is at in the legislative process. The
default status for new files is based on the user’s personal settings.
The Status also groups agenda items and is used for searching and
reporting

Determines which legislative body is currently scheduled to meet and
act on the file. In Control also determines agenda item order and
works with security restrictions

The Date Introduced field is the date on which the file was created.
This date can also be manually changed

The Title field is the title of the legislative file's text. It is
automatically populated with the text you input in the Title section of
the legislative file

Directs a legislative file to appear on a coordinating date-specific
Agenda.

Indicates the date the legislative file was completed and restricts a
file from ever being included in an Agenda. The Final Action date is
automatically assigned when an action is processed as a final action

Tools Menu in the Files Module

The following fields explain the different features within the Tools menu. Some of these features are
exclusive to the Files module.
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Attachment Utility

] Type I@ :Z:”t? % E
Error Log ] (M

ize a new police car v Unlock ] M
Create.RE.nLutmn From ] i
Copy File

nts || Associations || Det;  Add Batch History Line

a Refresh
Standard Paragraph B
Assign File Id's

rchase a new pc Undo File 1d Assignment
Meeting Manager

Approval Web Link

Save Search

Delete Saved Searches

Unlack File From Approval Tracking Process

Tools Menu in the Files Module

Item

Attachment Utility

Security Log

Spell

Error Log

Description

The Attachment Utility tool allows you to manage the
attachments that have expired according to the expiration
date for each attachment

Allows you to view a list of all changes made to the file, as
well as the date and time on which they were made

The Spell tool allows you to spell-check the text fields of the
file

The error log is strictly for support purposes and will only be
used under the guidance of a Legistar technical support
representative
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The Lock tool allows you to lock a file, which disallows any
changes until it is unlocked. This can also be done by clicking

|7 Lock |

. If the file is already locked, this option displays as

Creates a legislative file from a line added in an agenda
Copies an existing legislative file

Allows you to update the screen with any changes that may
have been made by another user while it was open

Allows you to open the Standard Paragraph screen, which
stores commonly used sentences and paragraphs in one
location

This feature allows for the automatic assignment of File IDs to
items that have not yet been assigned File IDs

Removes the file ID and sets to the next number in the Auto
Number screen in Admin

Directs you to your personal ATS Internet approval webpage

Option to save the search criteria entered for frequently used
searches

Option to delete existing saved searches

Allows the System Administrator to make changes to the ATS
file and place it on the agenda. Any of the data already
processed will be stored
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Tabs

The Tabs section is located on the bottom half of the Files, Agendas, and Minutes interface. This section
contains more detailed settings and recorded information for the features within in the Workspaces
section.

Text File | History | Attachments || Associations | | Details || pproval Tracking (3) |

l Edit I [ New ] [ Delete ] I View l Version | |1 [Current] |'| | Set as Current

.Title
Authorization to purchase a new police car

Tabs Section in the Files Module

Text File Tab

The Text File tab contains a text preview box and features for editing the text. However, you cannot
directly edit text within the preview box; you must use the features to the right of the text preview
box. These features are described below.

Item Description

Opens the assigned text editor or Microsoft Word for you to make

Edit changes to the current version of the legislative file

New Allows you create a new version of the legislative file

Delete Allows you to delete the current version of the file text and go back to
the old version

Version Allows you to set the version of the legislative file

Displays the available versions of the file available for editing and

Version Lists .
review

Allows you to view and set an old version of the legislative file as the

Set as Current ]
current file

History Tab

The History tab displays all actions (history lines) that have occurred for a legislative file, including
Approval Tracking history. Any actions taken during a meeting will display here but cannot be edited;
meeting actions must be edited within the minutes.
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The following features describe the buttons along the History tab’s bottom pane.

|File Text || Attachments/DMS (7) | History (4) | Details || Associations || Appraval Tracking (4)

| Date Acting Body | Action Taken | Version |2 .
_!B.I'IJ.I"I{IE Construction Board of Adjustments Returned without Recommendation r |
[10/23/2005  Development Review Committee  Postponed Action Date (172008 |[[]  Time oszsru | ]
ZEH?JENE Development Review Committee  Recommended for Adaption Acting Body Development Review Commites =]
| 7400 2006 Code Enforcement Board Recommended for Adoption )

Action Taken Recommanted for Asopton—-»(Sent Ta) | » |

MT‘{.-. S T T A I";Ml.*w'm”l - . I&}.{;‘l
Due Date | |8 Return |m

Action Hote | H,

o [_-____ _-hr_“;niu“] a

Result [ pass Fall - Mone)

Save | New | Delete | Agenda | Minutes | Votes  HistoryCriteria ~ © 3 of 4 HistoryLines

History Tab in the Files Module

Item Description
Save Allows you to save any changes made to a history line
New Allows you to add a new history line and the actions for new files
Delete Allows you to delete selected files
Adenda Allows you to display the agendas associated with the selected history
g line
) Allows you to display the minutes associated with the selected history
Minutes )
line
Votes Allows you to view the votes taken on the selected history line
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Allows you to change the criteria for the lines displayed. Options
include the following:

o Past Actions- Displays only history records on which actions have
been recorded

e Scheduled Meetings- Displays only history records on which no
action has been recorded. This can include 30-Day rule items,
items introduced at Roll Call, and items on agendas that have not
had minutes recorded

e« Show All- Displays all history records

Allows you to view the version of the file associated with the selected
history line

The date the action in the selected history line occurred.

The time the action occurred. The time is important as history lines are
sorted by the timestamp

The body that took the action

Motion made on the action

The meeting body to which the associated legislative file was referred

The date by which a response to a referral is required

The date the legislative file was returned to the referring body

Any text on the discussion of the legislative file

The motion string of the action, generated by Legistar

The result of the vote taken on the motion
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Attachments Tab

The Attachments tab allows you to manage all supporting documents associated with a particular
legislative file. Supporting documents can be of any file type or file size; these documents can also be
added, deleted, annotated, and ordered within the Attachments tab. Attachments can include virtually
any file format as well as on-the-fly scanned documents and links to outside sources of material,
video, or other third party information and URLs.

Text File || History | Attachments(1) | Associations | | Details || Approval Tracking (3)

Sort  Attachments

1 Legistar Architecture.pdf Name |Legistar Architecture. prf

Descripton

Attached On [10/23/2012 | Time
E@ File Type |DataFile | File Size

Print This Attachment With Reports

Show This Attachment On Internet Reports

Attach =  Launch Remowve =  Update Attachment Details

Attachments Tab in the Files Module

Item Description

Use these arrows to reorder multiple attachments associated with a
Reordering Arrows legislative file. Select the attachment > click the up or down arrows to
rearrange the list of attachments

The name of the file that appears on the InSite page and agenda (if

Name
enabled). By default, the file name entered into the name field

Description Allows the user to enter information about the contents of an attachment

The date the attachment becomes void. Entering a date in this field will

Expiration Date . . .
not trigger automatic deletion

Attached On The date the attachment was added to the legislative file
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Time The time the attachment was added to the legislative file
File Size The size of the attachment
File Type The file type of the attachment

Print This Attachment With  Select this to print the attachment when creating an agenda packet or
Reports generating a report

Show This Attachment Select this to print the attachment when creating an agenda packet or
With Reports generating a report

The following features describe the buttons along the Attachments tab’s bottom pane:

Item Description

Allows you to browse and upload a supporting document to add to a

Import
P legislative file. Select Import to upload a file, hyperlink, or scan a document

Launch Allows you to open an attachment in its original Windows application

Allows you to delete the attachment from the legislative file. Click the
Remove dropdown arrow for the option to delete all of the attachments associated
with a legislative file

After you rename or update the description and other attributes for an
Update Attachment Details  attachment, clicking the Update Attachment Details button changes the
display on the left

Associations Tab

The Associations tab allows you to index and reference your legislative files by selecting features from
a list of predetermined choices.
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File Text || Attachments/DM (7) | History (4) | Details | Associations | Approval Tracking (4) |

Sponsors (2) Edit

Code Sections (2) Edit Indexes (3) Edit
11.121 Health Code County Cooperative
11.126 Parking Regulations during Snowfall Funding: General Fund

Funding: State Office of AIDS Grant

Related Files (1) Edit

Building Dept.
Buchanan, Paul

2013-402 - Health Grant Proposed

Associations Tab in the Files Module

Item

Code Sections

Indexes

Sponsors

Related Files

Details Tab

Description

Allows you to attach related code sections to a legislative file. You can
create new, import, and edit existing code sections by clicking the Code
Sections Edit button

Assign indexes to a legislative file to relate the file to a specific topic. You
can also create new and import indexes by clicking the Index Edit button

Assign sponsors (council members) for the legislative file. Click the
Sponsors Edit button to assign sponsors and mark them as primary or
secondary. To create a new sponsor, you must go to Tools >
Administration > Government Bodies > Bodies or Office Members
to create and set new sponsors for your legislative files

Allows you to link related legislative files together to assemble a packet of
legislative files. Click the Related Files Edit button to assign the files

The Details tab lists additional information about the selected legislative file. This information includes
the file's contact, notes, cost, hearing date, etc.
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TextFile || History || Attachments(1) | Associations | Details | Approval Tracking (3) |

File Name | | & [ Mot Viewable Via InSite
Requester | v Reference | ||,
Drafter | | & Contact | | &
Notes Cost | &
a Hearing Date | |
AgendaNumber | | &  EnactmentMumber | | &  Enactment Date | it
Next Meeting Bod | > Effective Date | Wi

[ LastEdit | |Sunday, April14, 2013 at 09:47 AM (Daystar) |

Details Tab in the Files Module

Item Description

Name of the legislative file (Optionally, this may appear on the

File Name
I "Workspace" area)

Requester The name of the department that requested the item

Drafter The email address of the user who created the file

You can enter additional information about the legislative file in this

Note
otes field

Displays the agenda number assigned during the agenda process.
Agenda Number There can only be one agenda number and it must be the most
recent number

Assigned when an item is adopted. The EN is set up in Admin and
Enactment Number assigned during minutes processing. There can only be one EN per
file and typically the item is final when the EN is present

Determines if the legislative file is viewable on Legistar InSite.
Selecting this checkbox overrides any status that typically
determines if the file appears on InSite

Not Viewable Via
InSite
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Allows you to assign a primary contact person for the legislative file

Allows you to list any cost associated with the legislative file

Displays the date on which the legislative file is to be heard in a
meeting. The legislative file is not automatically added to the agenda
until the hearing date. The hearing date is for reference only; it
provides NO function

Displays an automatically generated ID based on the enacted
legislation

Identifies the last person who edited the file, the changes made, and
when the change occurred

The Info 1 tab (and the hidden Info 2 tab) display custom metadata for your solution. Both of these
tabs can be hidden and contain customizable fields. You must customize the fields within

Administration.

Warning! The fields in the Info tabs will not print on any reports.

Approval Tracking Tab

Within the Approval Tracking module you can set up numerous Approval Tracking sequences for each
Legislative File. These sequences allow you to follow the drafting, editing, and approval of your
Legislative File. This section of the program allows you to add sequences, start the approval process,
and take approval actions.

[ Text File | History || Attachments(1) || Associations || Details || Approval Tracking (3) |

| # | Approver Name | Due Daysl Es i | Approval | Approval | Action Date ‘ Nutl

» |01 Jon Johansen 10/25/2012  Approved Apprave 10/23/2012 09:59 No * Approver Body IApBrovers Y
0z Ginger Hall
03 Matt Bishop

FYl No .
Approver Hame
10/26/2012 Review Request Nao
bue Days 2
* Emal Template AdNdul Review Request -
% * Requester Dayslar

Manage I l_\mmvel

| Add Sequence | SaveAs| Pause| Cancel | Ecalate| 1 of 3| Save‘ New‘ Delete| Pending =

Approval Tab in the Files Module
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Description
The body typically assigned for a certain type review or action

This is the name of the approver for a specific legislative file, required of
each approval sequence

The established number of days the approver has to review the legislative
file. If the legislative file has not been approved within the set number of
days, the file will be escalated to another individual

Selects the type of approval requested, whether the person has to
actually approve the file or if it is just an FYI file

This is the individual who is requesting the approval; this is different than
the requestor listed under the Details tab

From the Manage tab (located at the bottom right-hand corner of the
screen) you can add the ATS sequence and make changes in the order of
the approvers

From the Approve tab (located at the bottom right-hand corner of the
screen) you can enter notes, the file action, and delegate approvers

Use these arrows to reorder multiple approvals associated with a
legislative file. Select the approval > click the up or down arrows to
rearrange the list of approvals

The following features describe the buttons along the Approval Tracking tab’s bottom pane:

Item

Add Sequence

Save As

Start

Cancel

Escalate

1 of 2
Save
New
Delete

Pending

Description

Creates the chain of approvals an item has to go through in order to be
approved

Saves and adds a personal sequence

Begins the Approval Tracking Sequence; when clicked, the first reviewer
in the sequence is immediately notified

Ends the Approval Tracking Sequence before it is complete. Anyone that
has been notified to review the file will receive another notification that
the sequence has been cancelled

Causes the file to be sent to an alternate approver; this can happen
manually or when the due date occurs

Displays the pending approval out of the total for review
Saves the progress of the sequence

Starts a new sequence

Removes the approver from the sequence

Lists all the approvals you have waiting for review
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Attachment Utility

The Attachment Utility screen is reached through the tools menu in Legislative Files section. This form is
used to manage the attachments that have expired according to the expiration date for each
attachment.

To preview all the attachments that have met the expiration date, simply enter the date (it is most
effective to use the less than sign) >8/12/04 and click on "Search" and the files will be listed in order in
the top portion of the screen.

After you have found your desired attachments you can save them to a different directory then copy
them to CD and/or batch print them. Then you can delete attachments that are expired or leave them
for later if they are still needed.

Printing the Attachments before deletion

To print the attachments move them to the print job section by selecting them and clicking on the
down arrow or the add all button.

>>Next Section: Drafting Legislative Files
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Drafting Legislative Files

The drafting process in Legistar is the same for any type of legislative file you create. The steps in the
process do not change, but the information you enter will vary. Legislative files may be drafted by many

people on your team, but for simplicity's sake within the Legistar workflow, anyone who drafts files is
called a “drafter”.

>>Next Section: Creating a New Legislative File
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Creating a New Legislative File

When you open the Legislative Files screen from Legistar > Files, the screen will always open in Search
Mode. When you click the New button the screen will automatically display in Record Mode. You can only
edit fields within Record Mode.

The File ID, Status, Type, and In Control fields auto-complete with default settings. This default content
is set in Tools > Local Settings.

1. Click New in the Legislative Files module. The other fields auto-complete to the default settings.

2. Select the Agenda Date, if known. The other fields auto-complete to the default settings when you
click the New button.

Save | Mew Clear | ‘Y Lock |Edit |Touls |Br0wse

EZ Text Search | & &
File D [11-0066 |10 Type |Resolution [~|  Status [Draft -
In Control [Cty Council -] File Created 4282012 | [
Title It AgendaDate | | MM
g FinalAction | m
Text File | History  Attachments || Associations || Details || Approval Tracking |

| Edit || New || Delete | [ view | Version |1 | 1fcurrer

Creating a New Legislative File

3. Click Save.

>>Next Section: Entering Legislative File Text
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Entering Legislative File Text

The Text File tab displays the text of the legislative file. When you create a new file, you have the ability
to draft and format your file text in either the Legistar Drafting Editor or Microsoft Word. The following
instructions explain both methods.

You don't have to create a legislative file from new text. You can import or copy and paste text.

Warning! To use Legistar’s Text Editor you must set the Use Microsoft Word for Text Editor option
to NO in Tools > Administration > System Settings > Use Microsoft Word for Text Editor.

Drafting File Text in the Legistar Text Editor

1. Click Edit under the Text File tab.

Save | |New |Clear ¥ Lock |Edit |T00|S |Br0wse |
s EZ Text Search | | e
n AlelD [012 [ Type [StaffReport 7| status [Fies -]
Home

In Control [Finance Committee v File Created i
ﬁ Title | Matter Of Review and Discussion Regarding Draft City Council District = Azenda Date HIH]
q = E

> o Fkcin m
- Text File | Attachments (4) H History I [ Associations H Details H Info 1 HApproval Tracking (3) I

[ Edit ’ New ] ’ Delete ] [ View I [ Import... ]

Agendas =

Title

Matter Of Review and Discussion Regarding Draft City Council District Maps
|i@ .Staffreport

Edit Button on the Text File Tab

2. Confirm the Text Editor window opens.

3. Select one of the following methods to enter the legislative file text:
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Method #1:

This is the preferred methods if you are using a predefined template or creating an on-the-fly draft
with prepared text sections.

1. Click the New drop-down arrow > Templates > select a template. Templates are created and
uploaded in Tools > Administration > Legislative Files > Text File Templates. A new record
opens using the template you selected. If you use standard text for creating multiple file types,
creating a template from the standard text will increase the efficiency of your legislative file
drafting process.

2. Click the File Sections drop-down arrow > select a section. File Sections are created and edited
in Tools > Administration > Legislative Files > Text Sections.

3. Enter your text in the text window under the ..File Section. You will replace the brackets and the
inside text with your text.

Method #2:

This is the preferred method when you are working from a pre-existing Word file, something that was
drafted by someone else, or in another word processor such as WordPerfect.

1. Click New.

2. Click the New drop-down arrow > Import File > select a .txt or .rtf file > Open. The document
you import must be an .rtf or .txt file and it must have the ..title and ..body sections identified.

Drafting Legislative File Text in Microsoft Word

If specialized text descriptions or sections are required, click the File Sections drop-down arrow >
select a section and that text will be inserted. File Sections are created and edited in Tools >
Administration > Legislative Files > Text Sections. Use the Save File As option to save the file as a new

template.

1. Click Edit to open the legislative file, or click Import to open an existing Word document on your
computer.
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Save New | Clear |~ Lock | Edit Tools Browse
s EZ Text Search | | 8
n File 1D Type [Staff Repor =] status [Fiea 7]
Home
In Control |Finanoe Committee |' | File Created m mm

Title ::t;:r Of Review and Discussion Regarding Draft City Council District .« Apenda Date | 8/21/2011 m
Final Action il

Text File | Attachments (4) || History || Associations | Details | Info 1| Approval Tracking (3) |

| Edit || New || Delete | [ view

-

Agend
gendas Title

Matter Of Review and Discussion Regarding Draft City Council District Maps
_Staffreport

Import Button on the Text File Tab

2. Confirm Microsoft Word opens. If the text file editor opens, see the warning above for instructions
on setting up MS Word as your editor.

3. Look for the Legistar toolbar; it is either located on the bottom right-hand corner of the MS Word
toolbar, or it is located under the Add-Ins tab.

Review Wiew

References Mailings

Templates ~ Text Sections = Standard Paragraphs ~

Custom Toolbars

. Title
Replace with Title Text

..Body
Replace with Body Text

Drafting in Microsoft Word with the Legistar toolbar
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4. Select one of the following options to enter the legislative file text (the option you choose will be
based on file type):

a. Click the Templates button drop-down > select an .rtf or .txt file > Open.
b. Click the Text Sections drop-down button > select one of the options.

Text section labels are always prefixed with two dots. For example, Legistar recognizes the text
that follows “..Title” as the descriptive paragraph for each file. Almost every standard report in
the system uses this section to describe the content of the legislative file.

System administrators may add as many text sections as required to organize the legislative
text and associated information. For example, a requirement may be to include notes from staff
in a new section called “..Recommended Action”.

Legistar always recognizes these text section labels, which are predefined in the system:
= .Title
= ..Body
= ..Recommended Action

Notes: The ..Title and ..Body text section labels will print on the Text File, Certified Copy and
Signhature Reports. ALL other labels will only print on the Text File report.

For LiveManager and iLegislate users: The ..Recommended Action text section label links
to theSuggested Action field in LiveManager and iLegislate. You can select it in the
checkboxes when running a report.

When running reports on InSite, only the Text tab/Legislation Text report will display the
..coding.

a. Click the Standard Paragraphs drop-down button > select one of the options.
b. Edit and enter additional text until your file is complete.

c. Click Save.

Microsoft Word Editor Limitations:

When you use Microsoft Word as your editor in Legistar, while most formatting will carry over to
Legistar properly, note that it may not appear in Legistar exactly as you have entered it in Word. This
applies to the following:

e Rich text format (RTF) code attributes such as bolding, font style and color, underlining, bulleted and
numbered lists.

e Indentation (Best practice is to use preset tabs)
e Pictures, Tables
e The Track Changes feature, which you use to record edits
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Additionally, the Word Editor has the following limitations:

e You should not insert tables, graphics or images into the text file. Our best practice recommendation is
that you include them as attachments.

o The ..Title section cannot accommodate graphics at all. The ..Body section can accommodate
small graphics, but for better results, we recommend you insert them as attachments.

> Word documents that you add into Legistar cannot contain larger than 3MB worth of graphic
data, as graphics that have a large file size will slow down the process of uploading the word
document to Legistar. Therefore, the file size for graphics should be as small as possible.

e The Preview screen under the Text File tab is the least perfect replication of your formatting in the Word
document. The Text File Report offers the closest replication of the Word document. When you are in the

Files module, you can run this report by clicking Reports and selecting the report name from the Reports
menu.

e RTF code cannot be larger than 100MB (this is not related to file size)
e You cannot use footnotes in the Word Editor

>>Next Section: Adding Attachments to Legislative Files
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Adding Attachments to Legislative Files

You can add attachments of any file type and size to legislative files. Complete the following steps from

the Files Module while drafting a legislative file in Legistar:
Warning! Attachment names should never include special characters (such as #, $, or »).

1. Select the Attachments tab within the legislative files module.
2. Click Attach from the bottom left-hand corner of the interface.

3. Select the Attach File, Attach Hyperlink, Import from Laserfiche, or Scan option.

Final Act
[ - a

Text File Hismwiﬁt‘tachments_ |Associations|| Details = Approval Tracking

Sort Attachments

Hame

E] Description
4]

Expiration Date

Attached On
File Type
Print Thiz Attachment With Reports I:

' Show This Attachment On Internet Reports

Attach File
Attach Hyperlink
Import From Laserfiche

l:r' Remove = | Update Attachment Details

Adding an Attachment to a Legislative File

If you select... Do this...

Locate the file for import > click the Open button.

Attach File Note: There are no limits on file size though larger files will take a

little longer to attach.
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Note: If you attempt to attach an open Word document, the upload
process is canceled, and an error message is displayed that
instructs you to close the document before attaching it.

Attach Hyperlink Enter a hyperlink in the field > click the OK button.

You may or may not see this option depending on whether you

Import From Laserfiche
P have the Laserfiche integration enabled.

1 Select a source from the Scan option > click the OK button.
Scan 2 Enter a Description and Expiration Date. (Optional)
3 Click Save.

If you need to delete a file, select the file and click Remove.

Managing Attachments

Attachments with an expiration date can be managed with the Attachment Utility tool in the Tools menu.
Opening an Attachment
1. Select an attachment from the Attachments menu.

2. Click Launch to open the attachment.

I Text File ] [ Historyl Attachments(1) [Associations ] [ Details ] I Approval Tra.d(ingl

Sort  Attachments

o Name [z

Description |:
Expiration Date [
Attached On @

File Type |DataF
Print This Attachment With Reports @ I:

Show This Attachment On Internet Reports

- -

Attach ‘_Il Launch!l Remove *  Update Attachment Details
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The Launch Button

Removing an Attachment

1. Select the attachment.

2. Click Remove. You can also click the Remove drop-down arrow and select Remove All to
remove all attachments from the legislative file.

3. Click Save.

Editing Attachment Properties

1. Enter a new name in the Name field.
2. Enter a description in the Description field.

3. Select a date from the Expiration Date field that will remove access to the attached file. The
Expiration Date field may be hidden.

4. Click the Update Attachment Details button to update the fields with your new settings.

L | -
Text File || History || Attachments(1) [Associatiom”I}etailsHAppm\ralTradcing]

Sort  Attachments l
1 202

Name § New Name

Description

+ Q

Expiration Dataf |s/a2013 | A

Attached On |5f1f2013 | Time
Print This Attachment With Reports @ TE |DataF1'le | File Size

Show This Attachment On Internet Reports

Attach =  Launch Remove 'll UEdateAttachment Details!l

Updating Attachment Details

When running a report, you can only print the attachment when Print is selected as the Destination
within the report interface.
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To print attachments with the report, you must select both the Print This Attachment with

Reports checkbox from the Attachments tab and the Include Attachments checkbox from the
Destination section of the Reports interface.

To make your attachment available on InSite, select the attachment and select the Show This
Attachment on Internet Reports checkbox.

>>Next Section: Adding History Lines to Legislative Files
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Adding New History Lines to Legislative Files

History Lines are automatically added when a file is acted on in a meeting. However, occasionally you will have to add a
line manually. This situation typically occurs when you want to record an action taken outside of a meeting such as the

Received and Assigned action.

Complete the following steps from the Files module in Legistar:

1. Open the legislative file. See Searching for Legislative Files for instructions on finding a file.

2. Select the History tab.

3. Click the New button at the bottom of the screen. (see figure below)

| ™

lAtladlnenls(I] ][Assnciatims][nelais][.qppmvaledcing]

Date Acting Body

Action Taken Version
Action Date M Time M
Acting Body | [~]
Action Taken | -]
Sent To | -
DueDate|  |[@ Rewrn|  |[@
Action Note | | |
Action Text ~ | | @

Result (O Pass ) Fail ® Nonej

Delete| Agenda| Minutes | Vntes| History Criteria + 0 of 0 History Lines

Adding a New History Line

4. Notice that the Action Date and Time fields auto-complete.

5. Complete the following fields and then click Save.

Field

Action Date

Time

Acting Body

Action Taken

A® 2014 Granicus, Inc. All rights reserved.

Description
The date the action in the selected history line occurred

The time the action occurred; the time is important as history lines are
sorted by the timestamp

The body that took the action

Motion made on the action
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Due Date

Return

Action Note

Action Text

Result

Legistar User Guide

The date by which a response to a referral is required

The date the legislative file was returned to the referring body
Any text on the discussion of the legislative file

The motion string of the action, generated by Legistar

The result of the vote taken on the motion

>>Next Section: Changing a Legislative File's Status
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Changing a Legislative File's Status

1. Open the legislative file.
2. Select a new Status from the drop-down menu available.

3. Click Save. The next time an agenda is generated, the legislative file will display in the section
associated with the status.

Save | New | Clear |7 Lock | Edit | Tools | Browse | Reports
EZ Text Search | | &
[ -
FlelD [1one  [[D]  Type [Resolton =] Ystatus -
- - Draft -~
In Control |C¢!-‘ Council |" | File|To Be Introduced
Title | Approvalto purchase a new firetruck . Age| Public Hearing -
Reported from Com i Commltta
Fin Second Reading
- | & Passed
Failed
Text File | Histol Attachments(1) | Associations | Details roval Tracki FE
TextFile | History | (] [petaits | app ng| | ing .
Date Acting Body Action Taken Yersion 1

Changing a File's Status

>>Next Section: Checking Spelling on a Legislative File
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Checking the Spelling of a Legislative File

You can run the Spell feature to check the spelling of all the text fields while drafting a legislative file in
the text editor. Complete the following steps from the Files Module in Legistar:

1. Click Edit within the Text File tab.
2. Click the ABC button to run the Spell feature.

3. Complete one of the following options from the Spelling Check window:

Click the Ignore button to ignore the spelling of a word.
b. Click the Ignore All button to ignore all instances of the spelling of a word.

c. Select the suggested correct spelling and select Change or Change All to change all instances of the
spelling of a word.

4. Click OK at the Spell check complete window.

>>Next Section: Creating New Versions of Legislative Files

A® 2014 Granicus, Inc. All rights reserved.

73


https://help.granicus.com/
https://help.granicus.com/
https://help.granicus.com/Granicus_User_Guides/Legistar/Legistar_User_Guide/02Pre-Agenda_Approval_in_the_Files_Module/Drafting_Legislative_Files/Creating_New_Versions_of_Text_Files

@ GRAN lCUS Legistar User Guide

Creating New Versions of Text Files

Legistar allows you to track different versions of a text file. The current version of the text file is used
when the file is added to the agenda.

1. Open the file for which you will add a new version.
2. Select the Text File tab > New button.

3. Click Yes at the prompt to copy the current file’s content to the new version of the file. Select No if
you want to start with a blank new version of the file.

4. Select Yes at the prompt if you want the new version of the file to contain the same sponsors as the
previous version.

5. Confirm the version field changes to reflect the new version, i.e. (Current).

File ID |11-0043 D Type |Resolution [*|  status [4TS Review i~
In Contral |City Council [~ File Created 10232012 | [T
Title | Authorization to purchase a new fire truck - Agenda Date I:I M

T —

| Text File,l History || Attachments(1) || Associations || Details || Approval Tracking |

verson 2] zcuen | [¥] [ setas current

. Title
Authaorization to purchase a new fire truck

Adding a New Version of a File

6. Click Edit and edit the text of the file.

7. Click Save > Go back.

8. Click Yes at the prompt to replace the old title with the new title.

>> Next Section: Deleting a Legislative File
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Deleting a Legislative File

To delete a legislative file from Legistar, complete the following steps from the Files module in Legistar:

Note: Legislative files must be removed from all meetings before they can be deleted. Because of this, in most cases it
is better to simply remove a file from an agenda than it is to delete it from Legistar entirely.

Open the file you wish to delete.
Click the Edit menu.
Select Delete Legislative File from the drop-down menu available.

b=

Click Yes at the prompt.

Save Mew | Clear | “¥'Lock | Tools Browse
| | New | i) psiael
Cut

EZ Text Search |

(1)
. Copy
File ID |h3-1458 | D] Type . Status |Draft

In Control [Common Council Delete BE|  File Created
Select all

v EditRecord  Cirl+E

Delete Legislative File | Final Action

Title Text [ Attachments \ [ Associations l [ Details l [ Approval Tracking l [ History l

Title Resolution to order 100 pairs of work {

Agenda Date

=

Body
Order 100 pairs of Wolverine boots,

| Edit || New || Delete |

Armarndarc

Deleting a Legislative File

>>Next Section: Text Tips for Drafting Legislative Files
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Text Tips for Drafting Legislative Files

The following tips will help you enter text efficiently, identify file sections, avoid potential errors, and produce effective

agenda and minutes documents.

Item

Title

Formatting

File Sections

Description

» Also referred to as the Agendas Entry

+ The...title file section is used on the majority of the Legistar reports.

» Should not be more than a few sentences long

» Keep the title strictly subject related, ex. “First Reading Ordinances” or “Second Reading
Ordinances”

» Do not delete the “..” before the file section title; this will cause the text to not display on
the report

* Do not enter any formatting in the file text window (for example, do not enter bullets,
tabbing, or other placement items). If you must use formatting, use Microsoft Word to enter
it

» Do not use duplicate alpha characters in file sections, ex. you cannot have a section
“.."title” and a section “..tax”
» With the exception of the body text, you don’t have to use “..” before any file section title

>>Next Section: The Associations Tab
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The Associations Tab

The list-to-list boxes on the Associations tab in the Files module allow choices from a list to be added as
part of a Legislative File. The left side of the box lists available options which are controlled in the
Administration tables by your System Administrator. The right side lists the users' selections.

Move the choices by selecting an item, then clicking the arrow key to move the item to the other side
(multiple items can be moved by holding the ctrl key down while selecting each one) or by double
clicking on the item. The double arrow will move all the items in the box. The up and down arrows
arrange the listing of the selected choices only. This is used to designate the importance of sponsors.

In Lontrol | Il Fle Lreated HTH ]|
p— l Text File ] [ History ] l Attachmenis“ Assoc.iationsJ Details ] [ Approval Tracking l

Agendas Code ‘iFr‘ﬁnm’JI Edit [i lndFYFjI Edit

Minutes

( IiSponsoal Edit [l Related Filesll Edit
S

Search

The Associations Tab

When searching in a list-to-list box you can only search items that have been previously used. Below are
the system categories which use list-to-list boxes:

Code Sections

The Code Section list-to-list box allows you to reference parts of your municipal code or Ordinances. This
is very valuable when searching and you want to find every piece of Legislation that affects a particular
section of code. This sections list is usually readily available from your codifier and is easily imported into
the system.
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Sponsors

Sponsors can be an individual or body who backs a particular piece of legislation. The primary sponsor is
listed first, and the order can be changed using the up and down arrows. Sponsorship can change if a
new version is created. Therefore, each version of a file can have different sponsors.

Sponsors are unique for each client, therefore Legistar offers you options in the choices that are
available for sponsorship. In the Government Bodies (Main tab) of Administration you assign which
individuals or committees are available for sponsorship.

Available Choices for Sponsorship

Members Only - Only the members will be available to be used as a sponsor.

Body Only - The entire body acting as one unit, the name of the body will be available to use as a
sponsor.

Members and Body - The committee as a whole and each member will be available to use as a
sponsor.

None - There will not be any choices in the sponsor list-to-list box.

Indexes

Indexes allow you to cross-reference a term or terms to a particular file. This can then be used as a valuable searching tool.

Related Files

Related Files allow you to link related Legislative Files. Historically, we have found that this has been used for files that are part of a
project, purchase order, or veto.

>>Next Section: Adding Sponsors to Legislative Files
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Adding Sponsors to Legislative Files

Complete the following steps from the Files Module while drafting a legislative file in Legistar:

1.

8.

Click the Associations tab.

Click Edit next to Sponsors.

Select a sponsor from the Available Sponsors list.

Click the arrows to move and rearrange the sponsor in the Selected Sponsors list.
Select the primary sponsor from the list and select Tools > Mark as Primary.
Select the secondary sponsor from the list and select Tools > Mark as Secondary.
Select Save.

Click Close.

11797 =) Type |Resolution |=|  status |Draft -

City Council -

Matt B Test

\ttachments Availgo

ns (0) Edit Alfonso, Lyzanne

Edit
Uche

i ——— =

Help | Close

Mark as primary |

Mark as secondary
DSOS Selected Sponsors

[ ——

Accounting Operations

Aijrport Committee

E¥
[#le] [=)e) [o)8]

Approver

Auletta, Jennifer
Bakaldin, Mike
Battenberg, Cynthia
Bohne, David
Carrasco, Yolanda
Cazsidy, Stephen
Chen, Reh-Lin

Chiu, Wivian

City Aftorney

City Council hi

95 Item{s) 1 Item(s)

File Version: |1 [Current] n

Marking Sponsors as Primary or Secondary

>>Next Section: Routing Legislative Files through ATS
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Routing Legislative Files through the Approval
Tracking Sequence

Most legislative files require review and approval prior to being added to an agenda. The Approval Tracking section
allows you to submit these items for approval and regulate the entire approval process. The Approval Tracking
Sequence is also known as ATS.

Approval Sequences are added in Tools > Administration > Approval Tracking > Approval Master.

Drafters begin the ATS process by selecting an approval sequence. Approvers can approve, delegate, disapprove,
extend, and pause or cancel an approval tracking sequence.

You may also find these FAQs useful:
Approval Tracking in Legistar Cheat Sheet
Approver Cheat Sheet

Restarting a Disapproved Sequence
>>Next Section: Selecting an Approval Tracking Request (Drafters)

_or-

>>Next Section: Locating your Files for Approval Requests (Approvers)
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Selecting an Approval Tracking Request
(Drafter)

Complete the following steps from the Files module. You can also open a file from the Recent Files widget
on the Home module.

1. Open a legislative file and verify you are in Edit Record mode.
2. Select the Approval Tracking tab.

3. Click the Add Sequence drop-down button and select an Approval Sequence from the menu
available.

>

CD Building

CD Business
|"' | File Created 5-"3-"2[”3 m

CD Business Legal

CD Business Legal- 2 o Agenda Date I:l DIH]

CD Business Legal - 2 -3

CD Business Legal -2-3-4 a Final Action I:I DIH]

Type Resolution | - | Status |Draﬂ |' |

-

CD Business Legal 1

CD Business Legal/Finance Associations l [ Details l [ Info 1 H Info

CD Housing Approver Body Due Days E Template

CD Planning " Approver Bu-dgr[
City Manager Review * Approver Name[
DT

ET Land Dev Due Days [
ET Project Dev * Email Templatet

ET Transportation @
Finance Department * Requester [
Finance Review

1]

Jon Test

Legal and Finance
Legal Review
Packers

Public Works

Rec Human Svc.

tom test

“
& SaveAs| | Cancel Escalate| 0 of D| Sa\re| Ne.w| Delete| Pending ~

Manage | Approve

Adding a Sequence
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4. Click Start. After you start the Approval Tracking process, the file can only be edited by the
Assigned Approver and the Approval Requester until the Approval Process is complete.

| Text File || History | | Attachments || Associations || Details || Approval Tracking (3) |

| # 7 | Approver Name | Approver Body | Due | Email Template

LN Matt Bishop Approvers 3 Individual Review Re:
0z Ginger Hall Approvers 2 Ff1 Notification

03 Jon Johanzen Approvers 2 Individual Review Red

L

Add Seguence - | SH'H'ECEME| | Escalate| 1 of 3| Smre| New| Delete| Pending -

Starting the Sequence

5. Confirm the names on the sequence which includes the Escalation Date and the Approval Status
appear in the Tools window after you begin the sequence.

6. Confirm the file status changes to ATS Review and an email has been sent to the first approver of
the sequence.

>>Next Section: Locating your Files for Approval Requests (Approvers)
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Locating Your Files for Approval Requests
(Approvers)

The files awaiting your approval are listed on the home screen under Approval Requests, or select the file from the
Pending dropdown button within the Approval Tracking tab.

Approving Requests in Legistar

You can approve files both inside Legistar and though the web.

Legistar Approval Process

To approve a file using Legistar, complete the following steps:
From the Home module, select the file from the Pending list on the bottom right of the screen.
Review the Type, In Control, and Agenda Date fields from the top of the screen.

Click the Text File tab. If changes to the text are required, click Edit to access the text.
Click Save to return to the Files screen.

Click the Attachments tab to review attachments. Make sure they are named appropriately.
Click the Associations tab to review any information there.

Click the Details tab and make sure the drafter correctly added a File Name, Department, and
filled out any other necessary fields.

Click the Approval Tracking tab and select an Action (see figure below):
o Approve - Sends the file to the next person in the approval process.

+ Disapprove - Sends emails to the drafter and anyone who already approved the item, informing
them that you did not approve the file. Be sure to add a note explaining why you did not approve
the file.

« Delegate - Sends the item to another eligible approver. You'll need to fill in the Delegate field to
the right of the Action field.

« Extend Due Date - Gives you more time to consider the file by extending the due date.

Click Save. You will receive a prompt telling you that this action will freeze your ability to take
action on this file in the future. This means you can only approve once and you cannot return to
disapprove the file later. Click Yes to continue. This sends the file to the next person in the approval
process.

A® 2014 Granicus, Inc. All rights reserved.
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Note: If you want to edit a file or add additional people to the approval sequence after sending it for
approval, click the Approval Tracking tab and press the Pause button. This stops the approval
process and allows you to modify the file.

| Hotes

Selecting an ATS Action

Web Approval Process

To approve a file using the web, complete the following steps:

A® 2014 Granicus, Inc. All rights reserved.
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Navigate to your organization's InSite web page by clicking the link in your approval notice email or
by entering the web address in your browser: <your site hame>.legistar.com (remember to
leave off the "www")

Click Sign In in the top right corner. Legistar will remember you so you won't have to do this every
time.

Click the Approval Tracking tab. If you don't see that tab, click the My Accounts link in the top
right corner to pull it up. You may also need to ask your Legistar system administrator to enable the
tab.

Click the File ID of the item you would like to approve.
Review the information on the screen.

1. Make changes to the text if needed.

2. Click View to review attachments.

3. Click Edit to modify attachment names.

4. If you make any changes to an existing attachment or need to upload a new attachment do so
using the New Attachment button.

Change the text and upload new attachments if needed.

Enter any Notes if needed.

Select your approval Action:

e Approve - Sends the file to the next person in the approval process.

+ Disapprove - Sends emails to the drafter and anyone who already approved the item, informing
them that you did not approve the file. Be sure to add a note explaining why you did not approve
the file.

« Delegate - Sends the item to another eligble approver. You’'ll need to fill in the Delegate field to
the right of the Action field.

« Extend Due Date - Gives you more time to consider the file by extending the due date.
Click Submit.

>>Next Section: Delegating a File in ATS (Approvers)
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Delegating a Legislative File in ATS
(Approvers)

With the proper permissions, the approver can delegate the approval to someone else.
Select the Approver from the Approval Tracking tab.

Click the Approve tab.

Select Delegate from the Action dropdown menu.

Select an approver from the Delegate Approvers drop-down menu.

o M 0w DN =

Click Yes at the confirmation window. At this point the requestor and new approver will receive emails about the
delegation.

>>Next Section: Disapproving a File in ATS (Approvers)
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Disapproving a Legislative File in ATS
(Approvers)

If you select disapprove and enter notes on why you’re disapproving the item, the status of the item will change back to
draft. Emails are then sent to the initiator and approvers. After the initiator has received the disapproved file, they can
make a new file version, add a new approval sequence, and re-submit the file.

Select the Approver from the Approval Tracking tab.

Click the Approve tab.

Select Disapproved from the Action dropdown menu.

Enter Notes explaining why you are disapproving the request.

Click Save.

Click the Yes button at the confirmation menu.

No o kw2

Confirm the file's Status changes to Draft.

>>Next Section: Extending an Approval's Due Date (Approvers)
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Extending an Approval's Due Date

Approvers can extend the due date on any item sent. Selecting the Extend Due Date option will extend the due date by
the set number.

Select the Approver from the Approval Tracking tab.
Click the Approve tab.

Select Extend Due Date from the Action drop-down menu.
Click Yes.

Click Yes again at the confirmation menu.

o g bk~ w N =

Confirm the new date is displayed on the approval line.

>>Next Section: Pausing or Canceling an Approval
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Pausing or Canceling an Approval (Clerks and
Approvers with the Necessary Permissions)

Pausing an Approval

When you pause the Approval Sequence, emails are sent to each assigned approver to inform them of the pause.

Use pause in the instance you do not want the request to escalate.
1. Select Pause.

2. Confirm the status of the file changes. Emails are now sent to each assigned approval individual to inform them of
the pause.

|MF&|[W”MHMHMHWIHMIW 3) |

| # | Approver Name | Due | Escalaion | Approval Status | Approval | Action Date |  Motes
¥ 01 Matt Bishop 3 5/06/2013  Review Requeste Ho

02 Ginger Hall 2 FYl Ho

03 Jon Johansem 2 Pending Request Ho

Add Sequence = | Save A m Cancel Escalate | 1 of 3 Save | New Delete Pending -

Pausing an Approval

Canceling an Approval (Clerks)

Select the Approver from the Approval Tracking tab.
Click Cancel.

Click Yes at the Cancellation prompt menu.

P oD =

Confirm the legislative file status changes to ATS Cancelled. At this point, the approver will receive an Approval

Tracking cancellation confirmation email.

>>Next Section: Running Reports from the Legislative Files Interface
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Running Reports from the Legislative Files
Interface

You can run reports in Legistar to send your legislative file to InSite, PDFs, printers, email, Word documents, Laserfiche,

and more.

To run a report on a legislative file, open the file and click Reports > select the type of report you wish to run. These

report types are covered in detail in the following sections:
Running a Certified Copy Report

Running a File Summary Report

Running a Master Report

Running a Signature Copy Report

Running a Text File Report

Save | | New | Clear ||rf"| Unlock | Edit | Tools |Browse | Help
EZ Text Search | | & Signature Copy
Certified Copy
il D D] Type [essbior =] Stats [FrstReadng - rext Fie
In Contral |Cﬂ)' Council |' | File Created m Master
Title | Authorization te purchase a new police car -~ Agenda Date I:I HE] File Summary

I

TextFile | History || Attachments || Associations || Details || Approval Tracking (3)

New Delete Version |1 1 [Current] ¥ | | Setas Current

Title
Authorization to purchase a new police car

Running a Report from the Legislative Files Interface

>>Next Section: Running a Certified Copy Report
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Running a Certified Copy Report

The Certified Copy report provides file text and information for distribution to the public. This report would most likely be
run after a file has been passed at a meeting.

1. Select Reports > Certified Copy.

2. Review the Certified Copy interface.

Reports |Run | Help Close

.:: CERTIFIED COPY :..
Settings

Print
Destination |A-:ruhat Format(FOF} | - |

(® This Legislative File - 11-0044
O all LegislativeFiles D Save the report

Displays a certification preceded by the full text of the ordinance, resolution, or other matter that is being certified.
Note: There must be a final action date for the legislative matter in order to print a certified copy.

Availablevariables Signature Block Preview

Clerk Name [CLERK - |, [CLERK, certify that this iz a - -
Matter Type |FILETYPE true copy of |FILETYPE No. |

File Number |FILENUMBER E| FILENUMBER, |[RESULT by the |

Matter Status |[FILESTATUS
Acting Body JACTINGBODY
Vote Result [RESULT

Action JACTION

Action Date |ACTDATE - - | & -

1 [] use Signature Texti |Attest Signerl | |=| [] vigital signature

ACTINGBODY on JACTDATE.

Certified Copy Report

3. Configure the report settings as desired. These settings are described in detail below:
Setting DescriptionPrints the signature image uploaded in Administration

A list of different variables you can add to the Signature Block; these variables

Available Variables contain information about the legislative file and its printed report

Signature Block Pre-filled text that prints at the bottom of the report
Previ A display-only field that allows users to view the signature block before it is
review .
printed
Use The signature line that is included at the end of the report

The text that appears next to the report’s signer. Should be the desired title for

Signature Text the signer
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91


https://help.granicus.com/
https://help.granicus.com/

Legistar User Guide

Sianer The signatory name that will appear for the signature line of the report. If left
9 blank, the report will select the first name from the dropdown list

Digital Signature

4. Select the Print and Destination options.
5. Click Run.
6. Click Close.

>>Next Section: Running a File Summary Report
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Running a File Summary Report

The File Summary report only contains the basic data about a file. This report is useful if you want the results of the files
found in a search.

1. Select Reports > File Summary.

2. Review the File Summary report interface.
3. Click Run.
4

Click Close.
Reports | Run | Help Close
..2 FILE SUMMARY :..
Settings
Frint Destination |Acruhat Format(PDF) | - |
(® This Legislative File - 11-0044
O an LegislativeFiles D Save the report

Displays the file ID number, type, title, status, and introduced date of a legislative matter or matters.

File Summary Report

>>Next Section: Running a Master Report
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Running a Master Report

The Master report contains the File Number, File Type, Status, Enacted Number, Effective, Version, In Control, File
Name, Date Introduced, Requester, Cost, Final Action, Comment, Title, File Text, and History.

1. Select Reports > Master Report.

2. Review the Master report interface.

Reports |Run | Help Close

.20 MASTER :.
Settings

Print

Destination |Acrobat Format(PDF) [~

() This Legislative File - 11-0044
O allLegislativeFiles D Include Attachments D Save the report

Displays all the information available on the legislative matter, including its sponsors, indexes, and history. This report
prints all the data available in the Legislative Matter screen.

Legislative Text File Show Action Text Show Text Title
Show Agenda Date |:| Show Approval History
Showe All Text
Show Agenda Number |:| Show Empty Approval Action
® without Page Break
Show Code Sections D Showe FY1

(O Do Mot Show

Show Cost

Show Indexes

Show Requester

chow Legislative File History Notes

Show Legislative FileHistory Votes Save Settings

Master Report

3. Configure the report settings as desired. These settings are described below:

Setting ‘Description

With Page Break Prints the report with the text printed on a second page after the Legislative File

information.
Without Page Break Prints the report with the text immediately following the History of the file.
Do Not Show Prints the report without the text of the file.
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Overrides the sections specified in the Sections portion of the criteria and print
the entire text of the file.

Show All Text

4. Select the Print and Destination options.
5. Click Run.

6. Click Close.

>>Next Section: Running a Signature Copy Report
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Running a Signature Copy Report

The Signature Copy report provides a place to assign the required signatures and their preceding title and body of the

ordinance or resolution. This type of report is most likely to be run after the file has been passed.

Legistar User Guide

Note: There must be a final action date assigned for the legislative item in order to print a Signature Copy report.

1. Select Reports > Signature Copy.

2. Review the Signature Copy interface.

Reports |Run |
Settings

Print

@ This Legislative File - 11-0044

O all LegislativeFiles

.:: SIGNATURE COPY :..

Destination

|Acruba1 Format({PDF)

|‘|

|:| Save the report

Provides a place for the required signature and is preceded by the title and body of the ordinance or resolution. Note:

There must be a final action date for the legislative matter in order to print a signature report.

AvailableVariables

Clerk Name [CLERK -
Watter Type [FILETYPE
File Mumber |FILENUMBER E|

Matter Status |[FILESTATUS

Acting Body |ACTINGBODY

Vote Result JRESULT

Action [ACTION

Action Date |[ACTDATE 57

Save Settings

1 Use Signature Textl

2 Use
3 Use
4 D Use
5 D Use

Signature Text2
Signature Text3
Signature Text4
Signature TextS

Signature Block

Preview

At a meeting of the [MBODY on
|MDATE, a motion was made by
|MOWVERDISPLAYNAME,

seconded by |
SECONDERDISPLAYNAME, that

thiz [FILETYPE be |ACTION. The

motion |RESULT.
®, .
Preview

|Appruvadastu Form | >ignerl | |"| ] pigital signature
| ttest by | signerz | | [] igital signature
|Certiﬂedhy | Signer3 | |'| |:| Digital Signature
|optional texta(adminy | Signer4 | [~| [ pigital signature
|optionaltext S(adminy | SignerS | [=] [ vigital signature

The Signature Copy Interface

3. Configure the report settings as desired. These settings are described below:

Item

Available Variables

Signature Block

Description

Help Close

A list of different variables you can add to the Signature Block; these
variables contain information about the legislative file and its printed

report

Pre-filled text that prints at the bottom of the report
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A display-only field that allows users to view the signature block before it

Preview is printed

Use The signature line that is included at the end of the report

The text that appears next to the report’s signer; should be the desired

Signature Text title for the signer

The signatory name that will appear for the signature line of the report. If

Signer left blank, the report will select the first name from the dropdown list

Digital Signature Prints the signature image uploaded in Administration
4. Select the Print and Destination settings. Select the Save this report checkbox if you wish to save your
signature report.

Click Run.
Click Close.

>>Next Section: Running a Text File Report
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Running a Text File Report

The Text File report prints the text of an item with little additional information. You can also select the specific sections to
print. Print this type of report for a full text review of the legislation.

1. Select Reports > Text File.

2. Review the Text File Report interface.

.t TEXT FILE ::.
Settings
Print
Destination |Acrnhat Format(PDF) |v |
(2 This Legislative File - 11-0044
O AllLegislativeFiles |:| Include Attachments |:| Save the report

Prints out the text that has been imported into a legislative matter.

Legislative Text File

[ ] show all Text

Text File Report

3. Configure the report settings as desired. These settings are described below:
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With Page Break

Without Page Break

Sections

Show All Text

Legistar User Guide

Destination

Select to print a copy of the report with the text printed on the second page of the
legislative file information

Select to print a copy of the report with the text immediately following the history
of the file

Select to choose the specific file text sections you want to show in the report

Select to override the sections specified in the Sections portion and print all of
the file’s text

4. Select the Print and Destination options. Note that you can now choose Packet from the Destination menu to

compile a legislative packet.
Click Run.
Click Close.

>>Next Section: Searching for Legislative Files
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Searching for Legislative Files

You must be in Search mode before you can search for a legislative file. Click Clear at any time to return
to Search mode.

Text Search

The Text Search searches through the text entered into a file’s text section. Clicking on the Advanced
Search button gives you much greater flexibility than a normal keyword search. This is achieved by using
And, Or, and Not statements.

The simple search looks for a word or consecutive words and displays all the legislative matters that
have text files matching the search criteria. Users may further define the search by indicating whether to
search the current text file or previous versions.

To display a specific file, use the Go to File button at the top of the screen, or, double click the
Legislative File humber displayed.

Searching with Advanced Full Text Search

1. Click Search on the left side of the Legistar interface, then click Advanced Search (see figure
below).

Search | |Spe|l |Clear Help

Search Text I -

N
n | [ Advanced Search I

L r

— U‘ ) Search Results D Search current versions only [ Go to Next Occurrence
/4
/

File ID File Version

Agendas

L

Minutes

Search
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Advanced Search

2. Enter your search terms using the six boxes at the top of the screen, which are defined below:

e AND Search: If you want your search results to contain two search words, not just one or the
other, use the first two boxes.

e OR search: If your desired search results should match either of two search words, use boxes
three and four.

e For search results that match a search word regardless of what you've entered in boxes one
through four, enter it into box five.

e NOT search: Any word entered into the last box will eliminate all files containing that word.

3. Click Search in the left corner. If you wish to open a file in Legislative Files, double click on that
file.

For example, the search shown below would return results containing both "police" and "car" with
either the word "new" or "purchase", as long as the file does not contain the word "truck".

Search | |Spe|l |Clear

Search Criteria

[[{{|pnlice | AND [car | JAND ( [new | OR |purchase | ))OR |:| ) NOT ]

Sample Advanced Search

Searching with Simple Search

1. Enter the keyword in the Search Text field.

Click Search to run the search.

Enter search terms into any of the Workspace fields in the Files module; these could include the File ID,
Type, Status, In Control, File Created, Title, Agenda Date, and Final Action.

You can also enter text in the EZ Text Search field. EZ Text only searches through all legislative
file text fields; dropdown and date fields are not searched. For example, when searching for the
word "park" this will pull forward anything with the word "park" in it. It will pull forward results
such as "parking", "parking lot", "Braves Ballpark", etc. In reverse, when searching for "parking
lot" anything with the words "Braves Ballpark", "park"”, and "parking" will be populated. In this
particular case, when using multiple words to search, it is a Best Practice to use the Advanced

Search.

TIP: Enter an asterisk* after your entered search text to locate all files that contain the entered
characters. For example, enter 11-02* to search for files 11-021, 11-022, 11-023, and so on.
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The Browse button serves as a valuable tool for reviewing your entire database’s legislative files.

1. Click Browse.

PRI 1IR3 e el YR

| Search

EZ Text Search

| New | Clear | O | Edit | Tools Browse

In Control |
Title
&,

Browse Button

2. Enter the dates in which the legislative file may have been introduced. You can also click the

calendar

3. Click Go.
Select the

button to select dates.

desired legislative file from the list.

5. Click Select to open the legislative file.

Selecting a Legislative File

>>Next Section
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Matter Introduced Da From [[[H] To |5J'31.r2013 | [[[H] |(=—_n'|
0 records found
0 records displayed

File 1D 4 File Type File Status File Title

b | 11-0039 Resolution ATS Review ATS Test
o 11-0040 Resolution ATS Review
- 11-0041 Resolution Agenda Ready Replace with Title Text
| 11-0042 Resolution ATS Review testing
| 11-0043 Resolution ATS Review authorization to purchase a new fire truck
| 11-0044 Resolution First Reading Authorization to purchase a new police car
o 11-0045 Resolution ATS Review Resoluton to increase the budget by 550,000
]

102


https://help.granicus.com/@api/deki/files/520/Selecting_a_Leg_File.png

@ GRAN lCUS Legistar User Guide

Creating a Saved Search

If you regularly run the same search, you may find it helpful to use Legistar's Save Search feature.
1. Verify you are in Search Mode. If the top of the interface does not read “Search Mode,” click the Clear button.

2. Enter search terms into any of the Workspace fields; these could include the File ID, Type, Status, In Control,
File Created, Title, Agenda Date, and Final Action. You can also enter text in the EZ Text Search field.

3. Click Search.

T —

E7 Text Search Attachment Utility

_— Security Log
File D 10044 |1  Type [Resolution - =]
pe
In Contral |C-'fh" Council Error Log ] ik
Title | Awuthorization to purchase a new police car v Unlock ] m
Create Resolution From
: | m
Copy File
Text File | History | | Attachments || Associations || Deti  Add Batch History Line
[ Edit | [ New | [ pelete | [ view ] Refresh (Current]
Standard Paragraph Fa
Title Assign File 1d's
Authorization to purchase a new pg  Undo File Id Assignment
Meeting Manager

roval Web Link

Save Search

Delete Saved Searches

Unlock File From Approval Tracking Process

Saving a Search

Select Tools > Save Search (see figure above). The Search Name dialog box opens.
Enter a name in the text field and click OK.
Click Clear to enable Search mode.

Select the drop-down arrow next to Search.

® N o g &

Select the name of the saved search you just created (see figure below).
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BRI e | ciear |

lem 7 mmbenl |

Search Drop-down Arrow

>>Next Section: Agenda Creation in the Agendas Module
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Agenda Creation in the Agendas Module

Agendas in Legistar are made up of header lines and agenda items based on the agenda template. Each agenda
section will select and list files based on their Status, Type, and Controlling Body. You can review agendas in the
Agendas module.

Your agendas can be automatically generated. You can also add files manually by selecting a line where you want the
file to be added and using the Add Line button at the bottom of the screen.

The grids on both the Calendar tab and the Agenda tab can be configured for a specific view. The user can choose to
hide or display any of the columns. The display of the columns can be saved by right-clicking on the grid and selecting
the context menu option Save Grid Layout.

You can also run reports on and delete agendas.

If a section is consistently missing items, there is probably something missing from the Agenda template, and you
should contact your system administrator.

>>Next Section: Navigating the Agendas Module
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Navigating the Agendas Module

To open the Agendas module, click the Agendas button on the left side of the Legistar interface.

3 ~ q - -~ . e — . T — -
@ Legistar - Meeting Agendas (Search Mode) : .

| Search | New | Clear | | Edit | Tools |Brawse

EZ Text Search | | =

Agenda Li
Home Calendar | Agenda gendaLines

Agendaforthe | |"| Date I:Im
Location | & wme [ |

MNotes | | lﬂ. Status | |' |
| Date Day and Tirme | Meeting Body | Status
2013 (1
Fri - 7:00 PM City Council Final
pril, 2013 (52)

4/26/2013 Fri - 7:00 PM City Council Draft
42272013 Mon - 7:00 PM City Council Draft
= 4/20/2013 Sat - 7:00 PM City Council Draft
4/19/2013 Fri - 7:00 PM City Council Draft
Minutes 4/19/2013 Fri - 7:00 PM City Council Draft

Agendas Button

Calendar Tab in the Agendas Module

Use the Calendar tab to view agendas based on user-defined search criteria. The Calendar displays all meetings that
occur within the last ninety days. In this tab you can clear the listed meetings and search for meetings outside of the
default date range. The 90 day range can be changed by your System Administrator.
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| Search | New | Clear | '} | Edit | Tools |Browse |

@ Legistar - Meeting Agendas [SearE Mod-e}.

EZ Text Search | |

Agenda Lines

Home || Calendar | Agenda l

Agendaforthe | |"| Date I:I[ﬂm
Location | | wme [ |

MNotes | | Status | |' |
Date Day and Time | Meeting Body | Status
P_M_az, 2013 (1)
. |Bs32ms Fri - 7:00 PM City Council Final
| |April, 2013 (52)
4r2e/2013 Fri - 7:00 PM City Council Draft
4rzaama Maon - 7:00 PM City Council Draft
1 420723 Sat - 7:00 PM City Council Draft
49723 Fri - 7:00 PM City Council Draft
Minutes 41972013 Fri - 7:00 PM City Council Draft

The Calendar Tab in the Agendas Module

Fields on the Calendar tab

The fields within the Calendar tab allow you to narrow your search for a particular agenda. These fields are
described below:

Item Description

Agenda for the Allows you to search for the agenda by meeting body

Location Allows you to search for the agenda by the location of where the meeting occurred

Notes Allows you to search for the agenda by any notes entered in the field

Date Allows you to search for the agenda based on the previously set agenda date

Time Displays when the meeting is scheduled to begin. Every meeting body should have a default time entered

by the System Administrator.

Sets the status of the agenda and allows you to publish agendas to InSite. All agendas start in Draft and
must be changed to Final when they are complete

Status

Calendar List

The Calendar List displays the results of your agenda search query, in addition to a list of all available agendas.
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Date Day and Time | Meeting Body | |

b May, 2013 (1)

| 15/3/203 Fri - 7:00 PM City Council Final

| |April, 2013 {52}

| 4/26/2013 Fri - 7:00 PM City Council Draft
47222013 Mon - 7:00 PM City Council Draft
472002013 Sat - 7:00 PM City Council Draft
41972013 Fri - 7:00 PM City Council Draft

| 411972013 Fri - 7:00 PM City Council Draft

Calendar List on the Agendas Tab

Agenda Tab in the Agendas Module

The Agenda tab displays the headers and items contained within the agenda. Within this tab you can generate the
agenda and edit the lines and the number of items.

1. Select an agenda from the Calendar List.
2. Click the Agenda tab from the Agendas module.

Save | ‘ New |Clear | ¥ Lock |Edit |Toc-|s |Br0wse |H‘.inute:i

EZ Text Search | | @
? Agenda Lines
Agendaforthe |City Council - Date |3/28/2013 ||
Location |C-DUI'I'3" Chambers | Time |?:I}I} PM | M
Hotes | | Status |Draﬂ |v |
Date Day and Time | Meeting Body | Status
| [March, 2013 (1)
b |3/28/2013 Thu - 7:00 PM City Council Draft
=

The Agenda Tab in the Agendas Module

Tip for Success! You can select a line on the agenda form by clicking the line, or you can select multiple lines by
holding down the Ctrl key and clicking individual lines.

Agendas Tab Buttons

The buttons at the bottom of the Agenda tab interface are exclusive to the tab; they allow you to create a new
agenda, auto number agenda items, add new lines, and perform other actions.

Generate | Auto-# | Add = | Delete | Go to File

Agenda Tab Buttons
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Item Description
Generate Allows you to create a new agenda based on the associated template in Administration
Auto # Allows you to number the agenda items

Allows you to add a blank line above or below a selected line for on-the-fly new agenda item additions. Additional

Add

you can add an existing file or many files already in the system to an agenda, or make a copy of a selected line
Delete Allows you to remove any selected line(s) from the agenda
Go to File If an agenda item is selected, this button will open the legislative file’s original text

Agenda Item Fields

The Agenda item radio button, when selected, allows you to create a new agenda item or add an agenda item from a
list. You can also select the settings for an agenda item.

1. Select the Agenda Item radio button to enable the agenda item fields.
2. Complete the agenda Item fields. These fields are described below:

City Council - Mon, Oct 8, 2012 3:00 PM - Draft

Last Sync | 0411472013 6:11 PM Published Date ApendaLines
Calendar || Agenda | | | :
[D Agenda ltem j HeaderList| |‘| Style‘z |

Header/Comment )
Desn:n'ptinn| ROLL CALL | |

Line 1 Item# Cumment| |kﬂ

Agenda Item Fields

Item Description

ID of the Legislative File associated with the
Agenda item; click within the field to enter the ID or
click the dropdown button to select a legislative
file

File ID
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The file type of the selected legislative file displays
any file the meeting body can act on without a final

File Type
P action date; however, if entering a new file, select a
File Type from the dropdown menu
L. The file’s name; does not print on the report. If
Description . ) L -
entering a new file, this displays the File Title.
Click within this optional field to record notes or
Comment . . . .
instructions regarding the agenda item
The number for each agenda item within the
Item #

agenda form, click the Auto # button to generate

Header / Comment Fields

The Header / Comment button, when selected, allows you to create new headers or edit existing headers.
1. Select the Header / Comment radio icon to enable those fields.

2. Complete the Header / Comment fields. These fields are described below:

Last Sync | 041452013 6:11 PM Published Date Apendalines
Calendar || Agenda | | | | :
() agendaltem Header List| - Style| 2 -
@' Header/Comment )
Desn:n'ptinn| PLEDGE | 8,

Line 2 Item#|:| Cumment| |kﬂ_

Header/Comment Fields

Item Description

Header List Allows you to select a header from a list of headers used in the agenda template

Controls the font size and formatting the header uses when it appears on the agenda

Style
v report
Description Contains the text of the header or the title\name of the legislative file
Assigned numbers for headers on the agenda form. They do not print on the agenda
ltem # .
and minutes and should not be changed
Comment Displays any notes or instructions for the associated header
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Agenda Tools Menu

The Tools dropdown menu is unique to each module. The following features can be found in the Agendas module’s
Tools menu.

Item Description
Security Log Allows you to view a list of all changes, the date, and time for the legislative file
Spell Allows you to spell check all text fields for the legislative file

, Only available in the Calendar tab; allows you to change a meeting date after the agenda is
Change Meeting Date

generated
Fix Line Numbers Allows you to fix line numbers if they are ever out of order and contain duplicates
Delete Multiple Lines Allows you to delete all selected lines
Error Log For support purposes only; to be used only with the guidance of the Granicus staff
Work Style Displays header lines in a text style similar to the header text for each line

Allows you to lock a file and prevent any changes until it is unlocked. If the file is already locked,
this option will display as “Unlock”

Lock

Lock All Legislative

Files Allows you to lock all items listed on the agenda

Unlock All Legislative
Files

Allows you to unlock all items listed on the agenda
Create Resolution From Create a legislative file from an added agenda item
Copy File Allows you to duplicate a selected legislative file

Refresh Updates the screen with any changes you or another user may have recently made

Allows you to store commonly used sentences and paragraphs in one location. You can copy this

Standard Paragraph stored copy into any text field in Legistar

Assign File Id's Allows you to automatically assign File ID’s to agenda items
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Und_o File Id Allows you to undo the assignment of File ID’s to agenda items
Assignment

This will open the export data form for setting the values when exporting to MediaManager. This
Export Data . . . .

is only enabled if manual export is being used
Edit Export Options Allows you to edit the export settings
LiveManager Launches the Live Manager application for recording your meeting minutes and actions
Approval Web Link Used in conjunction with the Approval Tracking module

Delete Published

Agendas from Calendar Allows you to remove the report if an agenda has been published to InSite

Attach File to Selected

This will add an attachment to all files on the agenda in one step
Records

>>Next Section: Reviewing Legislative Files
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Reviewing Legislative Files (Clerks)

1. Enter or select an agenda date from the Date field.

2. Click Search (see figure).

Search New | Clear Edit Tools Browse
EZ Text Search | | @
e [—] Agendalines
Agendaforthe | |'| |
Location | | @ Time | Choose Date : ] E

K April 2013 =
Su Mo  Tu We Th Fr Sa
31

| & Status

Notes |

Date Day and Time Meeting Body

7

14

21

28

5

5/6/2013 9:45:14 AM

Selecting the Agenda Date

3. Review the Status of the legislative files. Although the system will automatically notify approvers of
their due dates, at this point you may also wish to send out a friendly reminder to the approvers to
get their items approved before the agenda deadline.

4. Update the Status of the legislative files.

It is important to understand what criteria places a file in a particular place so you can troubleshoot to
determine why a legislative file is not on an agenda or isn’t in the right section. During Legistar training
you will be provided these exact details, or you can ask the system administrator to print you an agenda
definitions report.

>>Next Section: Generating an Agenda
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Generating an Agenda

Agenda Process

You can create agendas with the click of one button. The Generate button in Legistar retrieves all the legislative files
matching preset Agenda Definitions. These definitions set agenda order, headings, and the placement location of
legislative files.

It is important you understand the criteria for the placement of a legislative file on the agenda; this allows you to
troubleshoot any agenda generation problems you may have.

The following additional variables determine where a file appears on an agenda:
* File Type
» Status
» Controlling Body
» Agenda Date

The following Administration setting controls how the agenda is generated:

» File placement under Administration > Legislative Files > File Statuses

At the completion of the generation of your agenda, a corresponding minutes document is also created. This minutes
document is an exact replica of the agenda and it is used to record the meeting’s motions and votes.

How to Generate an Agenda

To create a new agenda, you will combine the legislative files you previously created and organize them into the
meeting agenda document. You have the options to either automatically generate the agenda or manually add lines to
the agenda form. The recommended method is to generate an agenda, which automatically will place the legislative files
in the correct position on the agenda. The manual method should be used for a special meeting or meeting cancellation
notice.

Click New from the Calendar tab.
Select the meeting body from the Agenda for the drop-down menu.

Verify the Date, Location, and Time default settings. Note that the Location field typically refers to a room, not a
street address. The Location and Time default settings are set in Administration > Government Bodies >
Bodies.
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Save | Mew Clear % Lock | Edit | Tools | Browse | Minutes
EZ Text Search | | £
Agenda Lines
M Lpate] =012 i
| | fzime] | 7:00 P M
| & Status |Draﬂ |" |
Day and Time | Meeting Body | Status
| |May, 2013 (2}
[P |5/6/2013 Mon - 7:00 PM City Council Draft
| 5/6/2013 Man - 7:00 PM City Council Draft
| |October, 2012 (1)
10/8/20M2 Mon - 3:00 PM City Council Draft

Generating a New Agenda - Calendar Tab

Click the Agenda tab.

Click Generate. The Agenda Status keeps the agenda from being published on InSite. When you click the
Generate button to create the agenda, the Agenda Status is set to Draft. When the Agenda Status is changed to
Final, the individual is able to view the agenda from InSite.

Add -

Delete | Goto File

The Generate Button on the Agenda Tab

6. Confirm the agenda generates in the Agenda window. When the agenda is generated, Legistar combs through the
database and assigns legislative files to the agenda based on the Agenda Definitions and Agenda Dates you have
set for the selected meeting body. At this time you should review each legislative file and verify each is in its
correct location.

After you are satisfied with your agenda, you must finalize it.

>>Next Section: Adding, Copying, and Deleting Agenda Lines
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Adding, Copying, and Deleting Agenda Lines

You can edit your agenda by adding, copying, or deleting agenda lines.

Agenda Lines

There are two types of agenda lines; header lines and legislative files. The type of line is indicated by the Agenda Item
and Header / Comment radio buttons next to the File ID field.

» Header Lines- Procedural Iltems such as invocation and roll call or section titles such as “Communications from
Municipal Agencies” or “Bills Introduced.”

» Legislative Files- Database files that are easily recognizable on the agenda form as they display File ID numbers.

Adding Agenda Lines

There are multiple ways to add new lines to the agenda document.

[N

Right-click any line from the agenda document, or click Add at the bottom of the screen.
2. Select one of the following:

Select Add after Selected Line to place the new line after the existing line.

Select Add before Selected Line to place the new line before the existing line.

Best Practice: Select Add Many Lines to enter more than one line after the existing line.
> Hold down Ctrl and select Legislative Files from the multiple file menus.

o Click the larger arrow to move the files into the Agenda.

Line 1 Item # Cummentl

Line | [tem | File IDv | Description | Comment
P |1 1 ROLL CALL
2 1

— 3 1 Add After Selected Line
[ 4 1 Add Before Selected Line
R 1 Add Many Lines
- 6 1 Copy Selected Line
— 7 1 Delete
|| g 1
|| g 1 Save Layout

10 1
= Restore Layout

11 1 =
— 3
N 12 1 Columns
| 13 11-0027
|| 14 11-0028 This is the title

15 11-0029

Generate | Auto-# | Add ~ | Delete | Goto File
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Adding Agenda Lines

Copying Agenda Lines
Select the legislative file you want to copy.
Click the dropdown Add arrow > select the Copy Selected Line option.

1
2
3. Confirm the line is added to the agenda form.
4. Click Save.

Deleting Agenda Lines

1. Select an agenda line from the Agenda window.
2. Click Delete, or right-click the line you want to delete and select Delete from the context menu available.
3. Click Yes at the confirmation dialog.

>>Next Section: Creating an Agenda Manually
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Creating an Agenda Manually

You can create agendas manually for special meetings or cancellation notices. Typically, these agendas will only
contain a few agenda lines.

Verify you are on the Calendar tab of the Agenda module.

Click New.

Select the meeting body from the Agenda for the drop-down menu.

Select the date from the Date menu.

Confirm the default settings are accurate.

Click the Agenda tab.

Click the Add button and select one of the options from the drop-down menu available (see figure below).

1
2
3
4
5
6
7.
|:| 11-0028 This is the title

Generate | Auto- Delete | Go to File

Add After Selected Line
Add Before Selected Line
Add Many Lines
Copy Selected Line

Add Menu Options

Agenda Lines

There are two types of agenda lines; header lines and legislative files. The type of line is indicated by
the Agenda Item and Header / Comment radio buttons next to the File ID field.

e Header Lines- Procedural Items such as invocation and roll call or section titles such as "Communications from Municipal
Agencies” or “Bills Introduced.”

e Legislative Files- Database files that are easily recognizable on the agenda form as they display File ID numbers.

There are multiple ways to add new lines to the agenda document.

[y

Right-click any line from the agenda document, or click Add at the bottom of the screen.
2. Select one of the following:
e Select Add after Selected Line to place the new line after the existing line.
e Select Add before Selected Line to place the new line before the existing line.
e Best Practice: Select Add Many Lines to enter more than one line after the existing line.
> Hold down Ctrl and select Legislative Files from the multiple file menus.
o Click the larger arrow to move the files into the Agenda.
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Line 1 ltem # Commentl

Line | [temn | File 1D | Description | Comment

b1 1 ROLL CALL
— i 1 Add After Selected Line
| 4 1 Add Before Selected Line
| s 1 Add Many Lines
|| 6 1 Copy Selected Line
— ; 1 Delete
: 2 1 Save Layout
= 1o 1 Restore Layout
— ::; 1 Columns y F
R 11-0027
| 14 11-0028 This is the title

15 11-0029

Generate | Auto-# | Add ~ | Delete | Goto File

Adding Agenda Lines

Copying Agenda Lines
Select the legislative file you want to copy.
Click the dropdown Add arrow > select the Copy Selected Line option.

Confirm the line is added to the agenda form.
Click Save.

Ll s

Deleting Agenda Lines

e

Select an agenda line from the Agenda window.

N

Click Delete, or right-click the line you want to delete and select Delete from the context menu available.
3. Click Yes at the confirmation dialog.

>>Next Section: Finalizing an Agenda
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Finalizing an Agenda

After you have organized the agenda lines on the agenda form, complete the following steps to finalize the agenda.

Agenda Auto-Numbering

Only complete the steps in this section if you use agenda item numbers.

The default numbering structure assigns all of the legislative files under one heading a number in numerical order. The
numbering starts over under any subsequent heading. However, the numbering could be structured differently if you
change the agenda numbering settings in Administration > System Settings.

1. Click the Auto-# button.

] a8 11-0029
Generat Add = | Delete | Go to File

Auto # Button

2. Click Yes at the confirmation dialog.
3. Confirm numbers have been added to the legislative files.

Agenda Status

The agenda status keeps the agenda from being published on InSite. When you click the Generate button to create the
agenda, the agenda status is set to Draff. When the agenda status is changed to Final, the individuals to which you
gave the proper security settings will be able to view the agenda

Creating a Board Agenda

Click New at the top of the Agenda module from the Calendar tab.

Verify the Date, Time, and Location are correct.

Enter whether the meeting is regular, special, or rescheduled in the Notes field.
Click Save.

Click the Agenda tab > Generate. Selecting Generate applies agenda header lines and items to the agenda
based on the template set in Administration.

o M DN~

Select an agenda item to place a new agenda line and click Add.
Click the Auto # button to number the agenda lines > click Yes at the dialog.

Click Reports and select the Board Agenda option. This may be renamed to something else, such as Meeting
Agenda, depending on how your organization chose to configure Legistar. See Setting Up Meeting Agenda
Reports for more details.

9. Configure the report settings. These settings are described below:
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Item

Show Cover

Show File ID

Show Agenda Status

Show Legislative File
Sponsors

List Attachments

Show Agenda Notes

Show Legislative File
History

Show Legislative File
History Notes

Show Text Title

Select Disability Boiler
Plate

Legistar User Guide

Description

Prints the cover page for the agenda report
Displays each File ID for agenda items print on the report

Prints the word “Draft” on the agenda when in Draft status; this should be unchecked
when publishing the agenda

Prints the sponsors for each agenda item on the report

Prints a list of all supporting documentation for each agenda item

Prints the notes taken on each line of the agenda

Prints the history associated with each agenda item

Prints the notes that were taken in reference to each action taken on the agenda items

Prints the title contained in the Title box rather than the ..Title of the file text

Allows users to select from various Disability Boiler Plates contained in Administration

10. Select the Report Destination.

11. Click Run.

12. Select Final from the Status drop-down menu on the Calendar tab.

Creating a Committee Agenda

The steps for making a committee agenda are similar to those for creating a board agenda, but no items are
automatically pulled in using the generate button. Only the agenda outline is created.

1. Click the New button at the top of the Agenda module from the Calendar tab.

2. Verify the Date, Time, and Location are correct.
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Click Generate from the Agenda tab.

Select and right-click the appropriate header under which you want to list agenda items, then click Add. Insert an
agenda item that will be heard on that meeting.

Click Auto # at the bottom of the Agenda tab.

Click Reports and select Committee Agenda from the menu available. This may be named something else, such
as Meeting Agenda Outline Only, depending on how your organization has configured Legistar. See Setting Up
Meeting Agenda Reports for more details.

7. Configure the report settings. These settings are described below:

Item Description
Show Cover Prints the cover page for the Agenda Report
Show File ID Prints the File ID for each agenda item on the report

Prints the word “Draft” on the agenda when in draft status. This should be unchecked

Show Agenda Status L
when publishing the agenda

Show Legislative File ) )
Prints the sponsors for each agenda item on the report

Sponsors
List Attachments Prints a list of all supporting documentation for each agenda item
Show Agenda Notes Prints the notes taken on each line of the agenda

Show Legislative File

) Prints the history associated with each agenda item
History

Show Legislative File

. Prints the notes taken in reference to each action taken on the agenda items
History Notes

Show Text Title This will print the title contained in the Title box rather than the ..Title of the File text

8. Select the Report Destination and click Run.
9. Select Final from the Status drop-down menu on the Calendar tab.

Publishing an Agenda to InSite

When you create the agenda without adding agenda items a notice about the upcoming meeting will automatically be
placed on the InSite page.
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Click Run.

o M 0N =
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Select the agenda from the Agenda List in the Agendas module.
Change the Status of the agenda to Final.
Set the Destination to Publish to Calendar.

Click Yes at the Update Agenda URL popup if you would like to send the Agenda URL to Granicus MediaManager

for storage in the template. This will enable the agenda URL on the Granicus view page so the agenda is viewable
when the meeting video is in playback.

Meeting Details

* When the status of the meeting is set to Final, the Meeting Details link under the Calendar tab will become live.

» The Meeting Details link lists all of the legislative files on the agenda without including the Headers.

Agenda and Minutes Reports

» The agenda and minutes reports are not available on InSite until you publish them using the Publish to Calendar
option in the Reports window of Legistar.

» Publishing the agenda or minutes enables the appropriate hyperlink within the InSite calendar.

Item

Show Cover

Show File ID

Show Agenda Status

Show Legislative File
Sponsor

Keep Section Together

Show Notes

List Attachments

Show Text Title

Description

Displays an extra page with the logo, listing of body members, etc.

Displays the legislative file ID on the report

Displays the meeting status, allowing individuals to distinguish between a draft and final
copy of the report

Displays the legislative file sponsor

Keeps the sections together on one page; restricts a legislative file from starting on a new
page of the agenda

Displays the Agenda Note on the report

Lists all the attachments that are a part of the legislative file

Displays the ..title on the report
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>>Next Section: Running and Printing Agenda Reports
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Running and Printing Agenda Reports

The Agendas report tab includes five report options which can be renamed in Administration. All reports have a criteria
tab; this tab allows you to determine the variables that you want to display on the report every time you run it.

Meeting Agenda

The Meeting Agenda report creates the committee agenda. The boxes on the criteria page allow for some flexibility

on which data fields are shown.

1. Click Reports > select Meeting Agenda. If you don't see this option, check with your Legistar administrator to
ensure you are selecting the committee agenda report.

2. Configure the following settings as desired:

Item

Show Cover

Show File ID

Show Agenda Status

Show Legislative File
Sponsors

List Attachments

Show Agenda Notes

Show Legislative File
History

Show Legislative File
History Notes

History Notes

Keep Section Together

Description

Prints the cover page for the Agenda Report

Prints each File Id for agenda items on the report

Prints the word “Draft” on the agenda when in draft status. This should be unchecked
when publishing the agenda

Prints the sponsors for each agenda item on the report

Prints a list of all supporting documentation for each agenda item

Prints the notes taken on each line of the agenda

Prints the history associated for each agenda item

Prints the notes that were taken in reference to each action taken on the agenda items

Prints the file history and notes from the history line

This keeps items from being separated onto different pages
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Item Description
Show Text Title This will print the title contained in the Title box rather than the ..Title of the File text

3. Set the Destination option.
4. Click Run.

Hearing Notice

The Agenda Hearing Notice report is a brief agenda overview designed to be sent to attendees before a meeting.
1. Click the Reports button > select Agenda Hearing Notice.

2. Configure the following settings as desired:

Item Description

This will auto-populate the Selected Names field with a pre-defined list created by the System

Name List
Administrator
Selected o
Names These names will print at the top of the report as addressees of the report

3. Set the Destination option.
4. Click the Run button.

Printing Agenda Reports

Select the agenda document you want to publish from the Calendar tab.

Select Final from the Status drop-down menu.

Click the Reports drop-down button, and select one of theoptions, depending on which report you'd like to run.
Set the Destination to Printer.

Click Run.

o M 0w DN =

>>Next Section: Using InSite with your Agenda
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Using InSite with your Meeting Agenda

The following contains additional information on how to use InSite with your meeting agenda.

Meeting Details

When the status of the meeting is set to Final, the Meeting Details link under the Calendar tab will become live.

The Meeting Details link lists all of the legislative files on the agenda and allows users to upload Cancellation Notices
or other reports to a meeting.

Upload a Cancellation Notice
The Cancellation Notice Report allows the clerk to post a cancellation notice on InSite.
1. Sign in to InSite with your Legistar username and password.
2. Select the Meeting Details link attributed to the meeting that will be cancelled.
3. Click Add New File located next to Attachments.
4. Select the Agenda option.
5. Click in the File field and browse to your saved Cancellation Notice; select the notice.
6. Enter a file name in the Name field, i.e. "Cancellation Notice.”

7. Click Upload.

>>Next Section: Deleting an Agenda
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Deleting an Agenda in Legistar

To delete an agenda from Legistar, complete the following steps in the Agendas module:
Verify you are in Edit Record mode.

Select the agenda document you want to remove from the Calendar tab.

Select Edit > Delete Meeting.

oo b~

Click Yes at the confirmation prompt.

If an agenda has already been published to InSite, select Tools > Delete Published Agendas from Calendar and
click Yes at the confirmation prompt.

>>Next Section: Meeting Action Management
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Meeting Action Management

We've recently updated Legistar and LiveManager so that they work together better. Many of you may now be
using LiveManager in place of Meeting Manager. For help using LiveManager with Legistar, please see Working
with Legistar and LiveManager.

We will be phasing out Meeting Manager over the next several months. See the articles below for instructions on using
Meeting Manager:

Getting Started in Meeting Manager
Admin Setup for Meeting Manager
Running a Meeting in Meeting Manager
Recording a Meeting in Meeting Manager
Indexing in Meeting Manager

Stopping the Meeting

>>Next Section: Meeting Finalization in the Minutes Module
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Getting Started in Meeting Manager

Launching Meeting Manager
1. Open the Agendas module.

2. Double-click an agenda to open.
3. Select Edit > Edit Record.
4. Select Tools > Meeting Manager.

Hew | Clear

Vlock |Edit |[ITTIRd Browse

EZ Text Search File Assignments
! : i Attachment Utility L
File ID |11-822 D Type |Resolution
i ) Security Log
In Control |City Council spell d | ST2013
Title | RESOLUTION AUTHORZING THE CITY MANAGER  Error Log ke
T Upgrade
WITH Consuliant John P. Jones Search Only My Assigned Files
n
. Lock
Text File | Attachments | History | Associations |C  Create Resolution From ting
| Edit || New | [ pelete | | view | Com
: Add Batch History Line
- Title Refresh
RE ATY MAN
Standard Paragraph F& (de
Assign File Id's ohnP. Jo
__Undo File jd sssignrient
Body e anagr |
Meeting Manager
WHEREAS, a draft agreement betwee | = = nJones t
Approval Web Lin
WHEREAS, the City Council is familia|  save search
L h
WHFRFAS tha ("itv Mananer haz rar e nt

Launching Meeting Manager

5. Confirm Meeting Manager opens.
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Meeting Manager

Navigating Meeting Manager

Review the following sections for an overview of Meeting Manager’s features.

Encoder Control Buttons

> il W O ©

Start  Pause Stop Extend Index

Meeting Manager Encoder Control Buttons

» The Start button begins the recording and live streaming (if enabled) of your meeting.

» The Pause button temporarily stops the recording of your meeting; the live stream of your meeting will continue to

broadcast when Pause is clicked.

» The Stop button ends the recording and live streaming (if enabled) of your meeting. Only click this button when you

are absolutely sure the meeting is over.
» The Extend button adds 30 minutes to the duration time of your meeting.
» The Index button syncs a particular agenda item with a specific time in the video recording.
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Meeting Action Buttons

at v =5 & &4

Attendance Vote Review Display Start Timer  Stop Timer

I%'I

Meeting Action buttons

» The Attendance button captures the attendance of the meeting members.

» The Vote button records the results of a vote.

» The Review button allows the user to study the results of the recorded votes.

» The Display button enables the public display of the meeting; this allows the public to view the results of votes.
» The Start Timer button begins a timer for monitoring the duration of a speaker’s time.

» The Stop Timer button ends the speaker’s timer.

The Action Summary, Agenda Notes, and Minutes Notes Tabs

Actian Agenda Note Minutes Note
Tkem:

CALL TO ORDER. -
Maover: ' [+]
Seconder: ' [+]
Action: | [+]
Referred to: | -
Due data:

Vote type:

@ Mone Veice (O Rell Call

Result:
@ Mone (PFass (Fail

Action summary tab

» The Action tab contains information on the selected agenda item. When a vote is taken on an item the results can
be found within this tab.

* In the Agenda Note tab you can record notes that will appear in the Agenda Note field in Legistar. You can choose
to make these notes public when you run and publish the Agenda Report.

* In the Minutes Note tab you can record notes that will appear as the Action Note in Legistar. You can choose to
make these notes public when you run and publish the Minutes Report.
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Admin Setup for Meeting Manager

Setup for Importing and Exporting Data to Granicus

Before you can record the meeting’s video and actions, you must verify certain settings are enabled in Legistar Admin.
Theses settings allow your meeting data to be transferred to MediaManager and communicate with the encoder. You
only have to set these settings once for each body type.

1. Launch Legistar Administration.

2. Select Government Bodies from the navigation tree on left side of the interface.

3. Click the MediaManager Export Settings tab.

: S ———— ——— -
@Leglstar—GuwemmentBodles T— T M |wii

LegErs New |TO0Is |Save |De|ete |Rep0rt | Help

Primary Legislative Body

People [MainllMedia.Ma.na.ger Export Settings]l
Legislative Files
. E::pr:rilg‘:;g?trm *Duration (Minutes)
] [N 5] e TS
__ f:;t:;;teit:;gs * Archive Folder |QA-PH ~ + Archive Status |Public [~
[+~ Approval Tracking
Security Log
- Laserfiche
L Bt Sort Body Types Mover/Second Control File Office /People Ad Hoc Title Abbre
'_ 1 Primary Legislative Body Both Yes Yes
] 2 Board or Commission Both Yes Yes
] 3 Executive Office Both Yes Yes
] 4 Committee Both Yes Yes
] 5 Secondary Legislative Body Both Yes Yes
] 6 Division Both Mo Yes
] 7 City Coucil Work Session  Both Yes Yes
1 8 Clerk Both Yes Yes
1 9 Special Events Maone Yes Yes
1 10 Department Both Yes Yes
1 11 Approvers Both Yes Yes
| 12 City Council Both Yes Yes 120

MediaManager Export Settings Tab

A® 2014 Granicus, Inc. All rights reserved. 134


https://help.granicus.com/
https://help.granicus.com/
https://help.granicus.com/Legistar_Administration_Guide/01Legistar_Administration_Overview

Legistar User Guide
Select the Body Type for which you want to apply MediaManager export settings.

Enter the Duration for your event in minutes. This should be the maximum amount of time you think your event
will last. We recommend that you add an hour on to the meeting's expected length.

6. Select the camera from the Camera drop-down menu. The camera refers to the encoder that records and
transfers live broadcasts to the Granicus DataCenter in real time.

7. Select the video player template from the Player Template drop-down menu. The video player template is the web
design or “skin” that houses your video player.

Select the Archive Folder in which you want the video recording of your meeting to reside in MediaManager.

Select the status for your video recording from the Archive Status drop-down menu. This status will apply to the
video after it has been uploaded to Granicus.

* Pending — The uploaded video status that holds the video in a private, intermediate state as you edit and finalize
and data. After you’'ve completed your editing, you can set the status of the video to Public or Pending.

» Public - The uploaded video status that allows citizens to view the recorded video of the meeting from your
InSite page. You can change the Public status to not-public or Pending at any time.

» Not-Public — The uploaded video status that keeps the video private and available for internal viewing only. You
can change the Not-Public status to Public or Pending at any time.

11. Click Save.
12. Exit Administration.
13. Select Tools > Refresh Administration to apply your changes.
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Running a Meeting in Meeting Manager

The following instructions explain the recommended workflow for performing meeting tasks in Meeting Manager.
However, the structure of your meeting or other factors may require you to use a different workflow than the one
described here. Your Granicus Product Trainer can help you develop the best workflow for your meeting procedures.

Launching Public Display

Before your meeting begins, set up another computer installed with Legistar with a connection to a projector. On this
second computer, launch Legistar and Meeting Manager, and enable the public display with the following instructions.

Public Display Settings

1. Click the Granicus logo in the top left corner of Meeting Manager and click Options from the menu available.
(see figure below)

Meeting

Cpen Existing Meeting

JraTe R IRE S C

Meeting Manager Options Button

2. Select the General tab.
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Options

General Attendance Voting Cisplay

Code: 'TEQB I

SDK LRL: I

Display path: |
Time limit: 120 |
Alert after: oq| |

| oK | | Cancel |

General Tab

« Time Limit: Enter an increment of time into the Time Limit field to set the amount of time a speaker has, ex.
3:00

* Alert After: Enter an increment of time into the Alert After field to set at what time the speaker timer will warn
the speaker that time is running out, ex. 2:30. The alert counts down from the amount of time entered in the Alert
after field; for example, if you want the Alert after to occur where there is 30 seconds remaining of the allotted
three minutes, then enter 2:30 in the Alert after field.

3. Select the Display tab. You can enter the following settings:
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Options E
General Attendance Voting Display E2
Font name: |Tahoma I
Font size: lg |
Header row height:  [1g |
Grid row height: [1g |

| 0K [ | Cancel |
Display Tab

» Font name- Enter a font for formatting text in the Display.
» Font size- Enter a font size for formatting text in the Display.
» Header row height- Enter the height in pixels for the header row.
» Grid row height- Enter the height in pixels for the grid row.
4. Click OK.

Open the Display
1. Select the Display button from the Meeting Manager interface.

2. Confirm that anytime a vote is enabled the results of the vote flash on the public display.
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e = =

ROLL CALL

Present: 4 Absent: 0 Excused: 0

Name District  Attendan... Name District  Attendan...
Tina Sto... Present Daystar... Present
Tina Sto... Present
Jerry Wh... Present

Vote Results Displayed in the Public Display

3. Confirm that anytime the Speaker Timer is enabled a timer begins to countdown on the public display.

Running the Meeting

Starting the Meeting
1. Click Start to start the encoder.

-

Start

Start Button

Pausing the Meeting

1. Click Pause to stop the recording of the meeting. This will not stop the live stream, however.

2. Click Resume (the Start button) to start the meeting again.

>

Resume

Resume Button
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Extending the Meeting

If the duration time of your meeting begins to run out, use the Extend button to add an additional half-hour to you
meeting time. You can use this feature as often as you need to.

You can see the displayed amount of time remaining in your meeting beneath the Extend Meeting button.

1. Click Extend to add 30 minutes on to the meeting's duration.

Recording Attendance

You have to record the attendance of meeting members in order to record votes later in the meeting. Record
Attendance allows you to select individual attendance statuses for each meeting member.

Select the agenda item on which you want to index attendance. Generally, this is the Roll Call item.

Click the Attendance button.

Select Record Attendance, All Present, or All Absent.

Select the individual meeting Status for each member. Select the least popular meeting statuses. Next, select All
Remaining- Present or All Remaining — Absent to complete the attendance.

5. Click the Save Attendance button.

b=

s Anendence = B B
ROLL CALL
Present: 7 Absent: 1 Excused: 0
Name Present absent Excused
Pauilime Russe Cutter Present
Jim Prala Prasent
Ursula Reed Present
Diana M. Souza Frasant
Joyee R Starosciak Present
Michael 1, Gregory Absent
Stephen H. Cassidy Present
rrest 1ot
Save Attendance Cancel All Remaining - Present All Rermaining - Absent Add Member... Clear All
Ready

Recording Individual Attendance

Adding Meeting Members

You can add a meeting member on the fly by using the Add Member feature in Meeting Manager.
The Add Member list is populated by the meeting member profiles entered in Legistar Admin. For
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more information on creating meeting member profiles and assigning them to meeting bodies,

refer to your Admin User Guide.
1. Click the Attendance button within Meeting Manager.
2. Click Add Member.
3. Select a name from the meeting Add Member list.
4. Click Add.

Alicia Leite

Austine Dsakwe
Barbara Templeton
Carla Rodriguez
Carolyn Knudtson
Christine Selleaze
Christy Winding
Cynthia Battenberg
David Bohne

Dean Wilson
Dabbie Pollart
Diana M, Souza
Diane Era

Elmer Penaranda
Jacqui Diaz

James O'Leary

Jayne Williarms

Add Cancel

Ready

Adding a Member

5. Confirm the name was added to the Attendance list.
6. Click Save Attendance.
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Recording Actions in Meeting Manager

Recording Notes

Agenda Notes appear in the Agenda Note field in Legistar. These notes will not become public until you publish the
Agenda Report. Minutes Notes appear in the Action Note field and will not become public until you publish the Minutes

Report.

1. Select an agenda item.
2. Click the Agenda Note tab to enter a note on the agenda or the Minutes Note tab to enter a note on the minutes.

3. Enter text in the center pane.

Action Agenda Mote Minutes Mote £z
Agenda note:
Councilmember Jerry Wall gave the meeting’s -
announcements,

Entering an Agenda Note

Recording a Speaker
1. Index the agenda item relevant to the speaker’s discussion.
2. Record a note capturing the speaker’s information.
3. Click the Start Timer button to begin the speaker timer.
4. Click the Stop Timer button to stop the speaker timer.

e Y=
Start Timer Stop Timer
Speaker Timer Buttons
Recording Actions

Recording a Unanimous Vote

1. Index the agenda item on which you want to record an action.

A® 2014 Granicus, Inc. All rights reserved.

142


https://help.granicus.com/
https://help.granicus.com/

Legistar User Guide

2. Select Mover and Seconder from the appropriate drop-down menus.

3. Select theaction from the Action drop-down menu.

4. Select a Referred to option if necessary.

5. Select Roll Call — All Yes or All No.

6. Make any necessary edits to the Note field.
R s s 2603 O
ﬂ Weeting | 01:17:14 slspsed - O0-42:44 remaining &

> l & 0 M v @E O & L
.ﬁ.tl.mdance "I'I'.'at! Display Start Témer  Stop Timer
Start  Pause Extend 01 15:02 -
Masgting [tems (L4 = Ay Agerds Mot Mimubes Mobe = § Adteridunce Vote - 70 b §
:umm —r 11-230 - Fsohution - Passed | Mame Vets
PTG EALLES ADGPT; Resoktion Appointing Jome Ann Abelee o5 District 5 = e | e
JROLL CALL Member t Board of Zoning Adjastments Joen Prela e
) ANMOUNCEMENTS | Ursula Reed e
) RESOLUTIO0NS _ DHana M. Souzs Byd
“§ 117230 - ADOPT: Resoleion Apponiy.. Menrar: Diana M. Souzn = Joyce R Starcsciak fye
<3 11-231 - ADOPT: Resolution Approvi... Sot ; Joyee B, 5 = Michal ) Gregedy Abgean
V111149 - ADOPT: Reschution Apprev... _ Stephen WL Cassidy  fye
411232 - ADDPT: Resolition of Amen... Action: Adopted -> = TTest 2Test e
11-233 - ADOPT: Resokstion Authorizing ... . =
11-234 - ADDPT: Resolation Autharizing ...
LBLIC HEARINGS = CITY COUNCIL e date:
V) PUBLIC COMMENTS
Viobe type:
Isese Mon  (Veice @ Roll Call
Rasult:

Mone (% Pass Fail

A meckion was made by Counal Member

Tha metion camigd by the following vots. ’

lesn was saved at 15740 P

Recording a Unanimous Vote

Marking an Item for Consent

Generally, you will have already marked items for consent in Legistar. If you have not, right-click the agenda item >
select Mark All Items as Consent.

Index the agenda item header marked for consent.
Select Vote > Consent Action/Vote.

Select the Mover, Seconder, Action, Vote type, then click OK to apply the standard action to all files selected.

N =

Click OK to apply to consent vote.
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Consent Vote Menu

Removing a File from the Consent Agenda

Occasionally, someone may request that an item marked as a consent item be removed from the consent agenda.
To remove an item from the consent agenda, right-click the item and select Unmark this Item as Consent from the

context menu available.

Recording Multiple Actions on an Item

Select the action from the Action drop-down menu.

Click Vote > Roll Call — New Vote.

Select te Mover and Seconder from the Vote menu.
Select the vote results for each meeting member.
Click Save Vote .

NS o bk 0w DN
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Index the agenda item on which you want to record multiple actions.

Select a referral from the Referred to drop-down menu if needed.
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PUBLIC HEARINGS - CITY COUNCIL

Aye: & Nay: 1 Abstain: 0 Exoused: 1 Absent: O

Pauliey Russa Cuttid
Jen Proda

Uil Ridd

DHana M, Seura
Joyde B Srarsdank
Mathadl ], Ghegary
Staphean M. Caniady
Tl ETast

Recording the Vote in the Vote Task Window

9. Exit the Vote Task window.
10. Enter any additional information in the note field.
11. Right-click the agenda item and select duplicate this item.

12. Confirm the item is duplicated.

Recording a Roll Call Vote
Select the agenda item on which you want to record an action.
Select the action from the Actions menu.

. Click Vote > select the Roll Call — New Vote option (to record individual votes), Roll Call- All Yes, or Roll Call-
All No.

Select the Mover and Seconder in the vote window.

Select the vote results for each meeting member.

Click Save Vote.

Enter any additional information in the Notes field of the Actions tab.

N o o A
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ROLL CALL

Aye: 3 MNay: 1 Abstain: 0 Excused: 0 Absent: 0

Name

Tina Stone
Tina Stone
Jerry White
Daystar User

T KR

Ready

Recording a Roll Call Vote

Recording a Block Vote

Seconder

Seconder

Aye
Ay
Aye

fye

A Block vote must be unanimous in its results. Block votes will be identified in orange in the Agenda pane.

1. Index a header (parent) item.

2. Select Vote > Block Action/Vote.
3.

4.

5.

6.

7. Click OK.
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Select the Mover, Seconder, and Action from the appropriate drop-down menus.
Select the Referred to option and Due Date if necessary.

Select the Select all button or the individual items for applying to the Block vote.

Select Apply Above Action to All or Apply Standard Action to All to apply each Legislative File’s individual
standard action. The standard action is set in Admin > Legislative Files.
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Apply the following values to the items selected below:

Mover: | Tina Stone || Seconder:  lJerry White
Action: |appreved [=]

Referred to: | = Due date:

Wate type: (C'Mone () Veice o Roll Call

| Select All | | Unselect All || Apply Above Action To All| | Apply Standard Action To All |

o Number  Filer Tat | Ackon
# 28 11-0017 Resolution on banning pensions
I 11-0024 | Resolution in petitions |
| oK I Cancel |

Recording a Block Vote

Reviewing Votes

After Roll Call votes have been recorded you can go back and review the votes’ results.

Click Review Votes.
Review the votes in the Vote Matrix window.

P o Dd =

Click Close.
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Click Export the votes to a PDF(optional). The PDF should automatically open in Adobe Reader.
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v Vit Mt = @ B
Tem Aubtia Cassidy Cooke Diaz Era Gregory Joseph Kay Myers OLeary Odwer Ormelas Fenaranda Pollart Prola Reed FRusso Cutter Soura Stares

CALL TO CRDER: Ay aye Aye A aye  Aye Ay

ANMOUMCEMENTS  &ye Ewrused Aye &ye Aye sbsent  Aye  Sye &pe &y Ay Ay L &ye  Aye Sboent aye Aye  Abse

11-230 aye Aye  Ape Aye Aye Aye Aye Ay Aye  Aye  Aye  Aye  Aye aye  Aye

1-231 aye Aye  Aye Aye Aye Ape Aye  Aye  Aye Ay Rye  Aye  Aye Ay Aye

Hi-140 e fye Ay Aye Aye AR Aye Ayl Aye A e &ye by Aye e

-2z e fye Ay Aye fye Ak Aye Aye AR A e fye  hye iy e

11-233 Ay Aye dye byt Aye Ay Ay Aye Ay Aye  Bpe Ay Ayt I '

1-2M Ay Aye  Ape Ay Aye Aye Ay Aye Ay Aye  Bpe Aye Ayt Mg Aye

11-30% Ayt Ewused Aye Ape Aye Aye Ay Ay Aye  Aye  Aye  Ape  Aye  Aye . &

11-411 Excused

11-308 Exrusied

11-306 Excused

|a] L] 3
Close Expert tn POF

Raady

Reviewing a Vote
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Indexing in Meeting Manager

Indexing agenda items syncs your meeting’s agenda with specific reference points in the meeting video. This allows
citizens to select an agenda item from your published agenda and then view the corresponding time in the meeting
video in which the agenda item was discussed.

1. Double-click an agenda item to index it. Each indexed item is marked with a clock icon.

Meeting Items (14) o

CALL TO ORDER
) PLEDGE OF ALLEGIANCE
|- F)ROLL CALL |
| ANNOUNCEMENTS |
# ) RESOLUTTIONS
11-230 - ADOPT: Resolution Appoint..

Indexed Agenda Items

Indexing Notes and Best Practices
* You can also index an item by selecting the item and clicking Index.

* Indexing the first and last agenda items is a good idea as it records in your meeting video where the meeting begins
and where it ends.

» The indexes you create during the meeting are not permanent. You have the options to edit all indexes after the
meeting.
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Stopping the Meeting

1. Click Stop to end the recording and streaming of the meeting.You have now finished recording your meeting. Click
the exit button in the top right-hand corner to close Meeting Manager.

Warning! You should only click the Stop button when you are absolutely sure your meeting is over.
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Meeting Finalization in the Minutes Module

Overview

From the Minutes module you can create new and open existing minutes documents. Within the minutes document, you
can edit and record the meeting video and actions taken on agenda items during the meeting, process consent votes,
and take notes. When you're finished reviewing your minutes, you can publish the minutes and meeting video to InSite.

>>Next Section: Navigating the Minutes Module
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Navigating the Minutes Module

Legistar User Guide

1. Click Minutes on the left-hand side of the Legistar interface. The Minutes Module opens.

’@ Legistar - Meeting Minutes (Search Mode) M‘
| Search | New | Clear |7 ‘ Edit | Tools |Br0wse | Help
ﬁ EZ Text Search | | & W € W 008
e Calendar [Minutes 1 I Actinns” CDHSEHtVDtES]
Minutesforthe | [] Date | | 7me | | m
Iilf Location | |\£‘). Media ‘ ‘ =%
| a Y
Files
Date Day and Time | Meeting Body | Status I Comments Available Reports Media | ~
| [#ITOrZuTS TUE = 7700 P Ity Coumnet Urat
E 3 | |4/15/2013 Mon - 7:00 PM City Council Draft OPGT 983
| 41272013 Fri - 7:00 PM City Council Draft
Agendas | |4n2/2013 Fri - 7:00 PM City Council Draft
| 471272013 Fri - 7:00 PM City Council Draft 123456
| 41272013 Fri - 7:00 PM City Council Draft Edit story for MR
F | |41272013 Fri - 7:00 PM City Coundil Draft
L | |42/2013 Fri - 7:00 PM City Council Draft
Minutes | |4/12/2013 Fri - 7:00 PM City Council Draft
| 41172013 Thu - 7:00 PM City Council Draft April MR OPGT 1369
| 47203 Thu - 7:00 PM City Council Draft edit testing
( / | |4/8r2013 Mon - 7:00 PM City Council Draft Spring time testing i
S | | 4/472013 Thu - 7:00 PM City Council Draft testing RUN RUN RUN 3
Search | |44r2013 Thu - 7:00 PM City Council Draft testing-----—-—- calander searc
| |442013 Thu - 7:00 PM City Council Draft
| | 4/472013 Thu - 7:00 &AM City Council Draft Search Published Reports
| |a32013 Wed - 7:00 PM. City Council Draft
| |432013 Wed - 7:00 PM City Council Draft Auto start test
| |4/372013 Wed - 7:00 PM City Council Draft
| | 4/372013 Wed - 7:00 PM City Council Draft
| |43r2013 Wed - 7:00 PM City Coundil Draft Chrissssss -

The Minutes Module

The Calendar Tab in the Minutes Module

When you select the Minutes button, the Minutes Module opens on the Calendar tab (see figure below). The Calendar
interface allows you to view the most recent minutes documents from meetings that occurred within the last 90 days.
From this tab, you can search for a particular minutes document by selecting and entering criteria from the available

fields.
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_CnlgndnJI[ Minutes l I Actions H Consent Votes
Minutes forthe | |' | Date l:l m Time I:I HIH]
Location | || Media | | @
Notes | | &l Status | |‘ |
Date Day and Time | Meeting Body | Status | Comments
[ #ITOTZuTS TUE - 710U P LIy Counci UTam
| |4415/2M3 Mon - 7:00 PM City Council Draft OPGT 983
| |41127203 Fri - 7:00 PM City Council Draft
4/12/2013 Fri - 7:00 PM City Council Draft
427203 Fri - 7:00 PM City Council Draft 123456
4127203 Fri - 7:00 PM City Council Draft Edit story for MR
| |412723 Fri - 7:00 PM City Council Draft
471272013 Fri - 7:00 PM City Council Draft
| |4m1272M3 Fri - 7:00 PM City Council Draft
L 4mams Thu - 7:00 PM City Council Draft April MR OPGT 1369
| |[4m1172m3 Thu - 7:00 PM City Council Draft edit testing
4/8/2013 Mon - 7:00 PM City Council Draft Spring time testing

The Calendar Tab

Item

Minutes for the

Location

Notes

Date and Time

Media

Status

Description

Limits your minutes search results to those for a particular meeting body

Allows you to search for the minutes by the location of where the meeting occurred

Allows you to search for the minutes by any notes entered in the field

Allows you to search for the minutes based on the previously set minutes date and time

Displays information on connecting to Granicus video

Allows you to search for the minutes per the status of the minutes document.

The Minutes Tab in the Minutes Module

The features in this tab allow you to generate or manually create minute lines. From this tab you can also move lines,
add and delete lines, auto-number, and run reports.

To enable the Minutes tab, you have to double-click a meeting on the Calendar tab, or click the New button to generate
a new Minutes document. The Minutes tab should open automatically; if it doesn’t, click the Minutes tab.
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| w@'ms || Consent Votes | Published Date

Lnel of 14 lem# |1 File ID - Y FileType -
Description | CALL TO ORDER - test B ostyle |2 =l
Comment & Media &
| Line | Item | FilelD | Description | Comment | Action | Action Text | Action | Media
1 1. CALL TO ORDER - t...
|2 1.A PLEDGE OF ALLEGI...
L 1B ROLL CALL Memb...
it 1.C ANNOUNCEMENTS
_5 2. RESOLUTIONS
&1 11-230 ADOPT: Resolution
7K 11-231 ADOPT: Recalution Approving
8K 11-149 ADOPT: Resolution
2L 11-232 ADOPT: Resolution of
10 N 11-233 ADOPT: Resolution
| 1na 11-234 ADOPT: Resolution
|12 3. PUBLIC HEARINGS... Public...
13 5. PUBLIC COMMENTS Public...
14 13. ADJOURN
The Minutes Tab
Item Description

Published Date

ltem #

File ID

File Type

Description

Comment

Style

Media

The date that the agenda was published to InSite

The Item numbers for headers don'’t print on the agenda or minutes and shouldn’t be
changed. Item numbers are carried over from the agenda

The unique number of the legislative file

Describes the file type for a legislative file. File types include appointment, closed session,
resolution, proclamation, etc.

Explanation of the legislative file

Any notes left for the staff on a particular legislative file

Formatting options for the legislative file header

Displays information on connecting to Granicus video
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The Actions Tab in the Minutes Module

The Actions tab is used to enter roll call, actions, discussion notes, and Action text. This tab is not used for adding lines
or marking lines for a consent vote; these functions must be done from the Minutes tab. This tab contains three sub-
tabs on the right-hand portion of the screen.

[Calendar | [ Minuted] Actions | Consent votes |

ltem # 1. File Id Ver l:l Action Text l
Description |CALL TO ORDER | @, style |2 - @
Mover [ ]| seconder [ [+ (® wovete O voicevote O poncan )
Action | [=] Rec Votes || File Update || Attendance
Sent To | |‘| Due Date | |m I ] { ] [ ]
Name Vote
Action Notel ‘l [}
Line | Iem | File ID Description Action .

73 11753

20 11754

a 11-755

2 11-756

) 11.757

N 11-758

kS 11759

ES 11760

a7 11761

S 11762

ES 11763

%0 1. PUBLIC HEARINGS - CITY COUNCIL

31 5. PUBLIC COMMENTS NONE

2 11 ADJOURN -

The Actions Tab

Item

ltem #

File ID

Ver

Description

Style

Mover

Description

Lists the item number of the legislative file. These do not print on the agenda and should not be
changed. Iltem numbers carry over from the agenda

Lists the File ID of the legislative file, but is blank for header items

Version of the file connected to a Legislative File; determines which version prints on the
Minutes report. If an amendment is made that causes a new version to be created, the first item
line should contain the old version number, and the second line should have the new version
number

Contains the text of the header; may also contain code to print a paragraph on the agenda or
minutes reports. On lines associated with items, displays the File Name, which will not print on
the agenda report

Controls the font size and formatting for the header when it appears on the agenda report. This
field is not active on lines associated with legislative files

Allows you to select the Mover on an agenda item from a pre-populated list set in
Admin

A® 2014 Granicus, Inc. All rights reserved.

155


https://help.granicus.com/@api/deki/files/776/Actions_Tab_-_Minuts.png

Seconder

Action
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Due Date

Action Note

Time Index

Action Text
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Allows you to select the motion Seconder from a pre-populated list

The result of a motion and vote taken on an agenda item

The Sent To field shows the body the item is being referred to, and will set that body as the
Controlling Bodyfor that item. It is inactive unless the action calls for a target body

The Due Date is the date by which a response to a referral is required

The Action Note is any text on the discussion of the file or header

Point at which the agenda item is marked to sync with the video recording of the meeting

This is the motion string of the action generated by Legistar. It can be modified for a specific
line if a line requires any special verbiage

The Rec Votes Subtab

Rec (short for Record) Votes is the subtab used to enter the results of the vote on the selected line. When you select
the Roll Call option as your vote type, this section loads a list of the meeting members as recorded in attendance. If any
members are absent, this screen will reflect attendance status. You will not be able to record any actions or votes until
after roll call has been entered.

Votes are entered by clicking on the box to the right of the voting member and selecting the correct vote taken by that

member.
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Rec Votes | File Update | Attendance |

All Yes All No | Clear All

MName Yote

Pauline Russo Cutter
Darius Tajanko

Jon Johansen
Priyanka Handa
Melson Lam

Diana M. Souza
Stephen H. Cassidy
ph

i) kl

NONE

afafa]afa]a]e]a]a

The Rec Votes Subtab

The Consent Votes Tab

Consent Votes, sometimes called batch votes, allow actions to be taken on several items at once with only one vote.
The system will automatically take the action that is designated in Administration as the Standard Action for each type of

matter.

[m,nmnm@

Legistar User Guide

tem# | | Fileld]|

The Consent Votes Tab
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Description | & Style | - |
Mover | '~ Seconder | |
Action | -]
SentTo | '+ | Due Date | M
Action Note | S
| Line | Hem | File ID Description Action
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>>Next Section: Editing the Meeting Actions, Video, and Timestamps
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Editing the Meeting Actions, Video, and
Timestamps

Minutes Review Overview

As soon as the agenda is generated, the document duplicates and the new copy becomes the minutes form. It is
important to keep in mind that the minutes form is a draft and is not your final minutes document. You will use the
minutes form for recording the actions and notes of the meeting.

After the meeting has occurred, the meeting’s events are recorded in the minutes form. These events include the
motions, votes, notes, and other actions from the meeting. You can also enter detailed information and dialogue into the
minutes form. Immediately following the meeting, you can create a summary report to distribute to meeting members.

>>Next Section: Editing Meeting Actions
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Editing Meeting Actions

Open your recent meeting from the Minutes module.

Select the Actions tab.

Select the agenda item you wish to edit. From here you can enter or edit additional information in the available
fields or change the vote or attendance results.

[Eaht:lar”h&imteslhctinns Eﬂlﬁent\mtesl
tem# | | File Id[11821 B ver

Description |Desu:rihe what the rep|:| & Style | 0 = |
Mover | |" | Seconder | |v |
Action | |" |
Sent Ta | |1|r | Due Date | | ki
Action Note | sl &,
Line | ltem | File ID Description
1
2 11-825 nv eComment
E} 11-821 Describe what the report is about. This can be a
4 11-819 Describe what the report is about. This can be a
5 11-816 Describe what the report is about. This can be a

Editing an Agenda Item in the Minutes Module

4. Click Save.

>>Next Section: Editing Meeting Video
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Editing Meeting Video
Viewing Playback of the Meeting

You can use the Meeting Manager feature to play back video of your meeting; this is helpful for when you are editing
indexes, notes, and other meeting data.

1. Select Tools > Open Video Edit Tool.

Clear |(FLock |Edit | [PArIE | Agendas
4, 2013 7:00 PM - Draft TN
Spell
o | | Change Meeting Date/Time —
eld |11'3-7—1 | Fix Line Numbers
@ & style E Sef Meeting Resumed Time
Error Log
: Seconder |:
Work Style
Laock
Create Resolution From
.1|r Due Date
Copy File
Refresh
Standard Paragraph Fa
ile 1D Assign File |d's
ndao File ld A nt
o etemmen | | open video Edit Tool
Describe what t Open Video Edit Tool
Describe what t Import Data
Describe what 1 View Media Fé

Meetine Manaoer

Opening the Video Edit Tool

2. Click Play in the video player window.
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o

The Play Button

Trimming the Video Archive

Using this feature, you can remove unwanted sections of your video archive and apply a new start and end time.
Click Play in the video player.

Click Play again to pause the video at the time you want to set as your start time.

Click the first Get from Player button to record the start time.

Repeat steps one and two to locate the stop time.

Click the second Get from Player button to record the stop time.

Click Trim File to finalize your video trim.

S L e

Click Play Video to review your trimmed file.
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" Widen Eda = el
Prolslis by
Status: | Pending = Updabe Status
Trimmeng
Starm Tumie  Q0uDcHn0 Gt Fromn Player Gt Brom Selection
Sop Tme: o000 Gt P Pl Bt i Selschos
Trim File —
o " —=
Go b ag0000 ]
Indeves
adjust: % ol Cselected Remaby: 0 S hours 0 S minebes 3 o Seconds Update Indius Reimayve Indhios R AN Indeons
B b Fdgr Tamt Timeg Iniasc
] ROLL CALL
Fi 110310
3 110911
Clese Redrash Play Vg

The Video Edit Window

The Recycle Bin and Trim Tool

Every time a trim is generated on an archive, the system automatically creates a copy of the original archive and
places it in the Recycle Bin in Granicus MediaManager. The title of the auto-saved archive appears with the words
(Auto-Generated Trim Backup) in the title.

Warning! Whenever an archive is moved into the Recycle Bin, the system permanently deletes any archives 14
days or older in the Recycle Bin. These deleted files are not recoverable.

Recovering Your Original Video Archive File

If you make a mistake when trimming your video file and would like to recover the original file, complete the following
steps.

1. Launch your Granicus site at jurisdiction.granicus.com, ex. cityofsanfrancisco.granicus.com.

2. Click the Archives tab.

3. Click the Recycle Bin at the bottom of the Archive Folders list.
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4. Select the archive to be restored.

5. Click the Undelete button.
6. Confirm the Basic Properties screen opens.
7. Select the folder where the archive should appear from the Folder drop-down menu.

8. Click Save Properties.

>>Next Section: Editing Meeting Timestamps
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Editing Timestamps (Indexes)

Editing Indexes
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The Edit Indexes feature allows you to adjust the index syncing an agenda item with the recorded video.

Adjusting All Indexes

A feature in the Video Edit tool allows you to simultaneously adjust all of the indexes.

1. Select the Selected items by option.

Enter the amount of time for which you want to update the indexes.

Click the Update Indexes button.

Inds

Adjst all selected Remsbyz 0 S hows P 2 minubes 3 ;im@
Tast

§ o Mombar Fagm
v W W
| 1 | 1 ROLL CALL
] 11-0018
¥ 11-2018
Clorké Relriils

The Update Indexes Button

Adjusting Individual Indexes

1. Select an agenda item with a corresponding index.
2. Click inside the Time Index field.

3. Enter a new increment of time in the Time Index field.

Indexes

Adpust: ol mplected Reerriby: O S hows 0 O ominuted 3 O secomds
H i Fila &
¥ v v
] ] ROLL CALL
F 11-000%
k] 11-0011
Clega Reelrashy

Updating Individual Indexes
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4. Click the agenda item again to set the new index.
5. Click Close.

Remove Selected Indexes

1. Select an agenda item with an index.
2. Press the Ctrl key and select additional agenda items with indexes (optional).
3. Click the Remove Indexes button.

Remove All Indexes

1. Click the Remove All Indexes button. This will remove all of the indexes within the indexed agenda items.

>>Next Section: Publishing Minutes and Video
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Publishing Minutes and Video

Setting the Minutes Status to Final

Legistar User Guide

When the minutes document is generated, the status of the document is set to Draft to prevent other users from viewing

the minutes until the status is manually changed to Final.

Setting up Minutes for InSite

After the minutes are finalized, several processes occur automatically:

* When you create the minutes document without adding items, a notice of the upcoming meeting is put on the InSite

page.

» The Meeting Details link within the Calendar tab on InSite becomes a hyperlink as soon as the minutes’ status is set
to Final. If you do not want the meeting details to be available, keep the status if the minutes in Drafft.

» The Meeting Details hyperlink lists all of the minutes’ legislative files without the headers of the Minutes document.

* Minutes reports are not available until they are posted to the InSite page using the Publish to Calendar option in

Reports.

Publishing the Minutes to InSite

In order to make the agenda or minutes report available to the public through InSite, the report must be published.

1. Select the minutes document you wish to publish.

2. Select the Calendar tab.
3. Set the meeting Status to Final.

[ Catendar ] Winutes || Actions || Consent Votes

Minutes forthe |C'¢Y Council

F] owe [s2mn W e [rooeu |

Setting the Meeting Status to Final

4. Click the Reports button to choose the report you want to run.
5. Set the Destination to Publish to InSite Calendar(PDF).

6. Click Run to run the report. Legistar runs the report and makes a copy available to the public on InSite.
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>>Next Section: Publishing to InSite
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Publishing to InSite

The Publishing status controls whether or not the archive is public to citizens on InSite.

1. Select Pending, Public, or Not Public from the Status dropdown menu of the Video Edit window.

Pending is the temporary status you will use for your video when you are not finished editing the content; when the video
is set to Pending it is not available to the public.

If you select Public, the Video link on the InSite Calendar page will become active and the video will become available
from the InSite Archive page. The time lapse from when Public is selected to when the video appears is ten minutes.

The Not Public status restricts the video from public viewing.

N

= Video Edit
Publishing
Status: |Public '=! Update Status
Pending
|Pl.|blic
Not Public

Setting the Publishing Status

>>Next Section: Reviewing Minutes Data
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Reviewing Minutes Data

Adding Minutes Lines

There are multiple ways to add new lines to the minutes document.
1. Right-click any line from the minutes tab of the minutes document. Alternatively, you can click the Add menu at
the bottom of the screen.

2. Select one of the following:
« Select Add after Selected Line to place the new line after the existing line.

« Select Add before Selected Line to place the new line before the existing line.
» Select Add Many Lines to enter more than one line after the existing line.
> Hold down Ctrl and select Legislative Files from the multiple file menu.

o Click the larger arrow to move the files into the minutes.
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Wmmml[ Consent Votes | Published Date | |

Linel of 92 Item# |1 File D | | File Type |:

Description | CALL TO ORDER | & syl E
Comment | | E Media |:
Line | ltem | File 1D | Cescription |
r |1 1. CALL TO ORDER
2 1.A PLEDGE OF ALLEGIANCE
3 1.B ROLL CALL
4 1.C ANNOUNCEMENTS
5 2. RESOLUTIONS
EE: 11-666 nv
| 7 3 11-667 nv
| 8 11-668PH Add After Selected Line
. 11-669 Add Before Selected Line
10 11-670 i
Bl 11 11-671 Add Many Lines
12 11-672 Copy Selected Line 3
: 13 11-673 Delete reement]
14 zUndefined=
: 15 <Undefineds= Save Layout
| 16 11-676 Restore Layout reement]
- 17 11-677 Columns ¥ Ireement]
. 12 2.D 11-685 THETTECHTENT TESTne
19 11-690 This is 690
1 =20 11-601 11-A01

Add = | Delete | Goto File

Adding Lines to the Minutes

4. Select a style from the Style dropdown menu if the line is a header. Each style has different font attributes.

Header List - Contains all of the headers available to add to your agenda during generation. Examples of use
include adding a header for last minute legislative files and defining headers for new agendas and special
meetings.
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|

:I File Type | |'|
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:I B Media 3 :: Legistar
- 4 :: Leqgistar E'

5 :: L egistar
&::Legistar

7 :: Legistar

|=|

NCE

B :: Legistar -
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Selecting a Header Style

5. Select the File ID from the File ID drop-down menu if the line is a minute item.

Minutes | Actions || Consent Votes | Published Date | |

of 92 Ttem# |2 File I[l | | - | File Type | |"' |
on | RESOLUTIONS et Status Title é]
[Add Mew] <Type New Title into De
nt | test 1103 Staff Report  Draft This is the text )
JIDTTESTH Staff Report Diept. Head Approved I
| ltem | File ID | JIDT3 Staff Report  Draft tion
1. CAL JDT2 Staff Feport  ATS Review
1.A PLE! 0T Loge C Resolution  Agenda Ready
1B ROL DT Logo B Resalution In Committes Hello, is it me you e look
DT Logo A Resalution Agenda Ready Blah
1.C ANN 11-825 Ordinance Diraft nv eComment
2. RES 11822 Resolution  Draft RESOLUTION AUTHOF
3 11-666 me 11-821 Resalution Diraft Descrbe what the repart
7 1 11-66T nv 11-820 Resolution Diraft Describe what the repaort
1 11-668PH s:dfaj| 11-813 Resolution  Draft Describe what the report |4
) 11-66 11-212 Resolution Draft
J 11-670 11-817 Resalution Diraft - Id
1 11-671 4| I | r
p) 11677 AW ABMIKMAKCE IRNSERT ACTIOR K CADS]

The File ID Menu

6. Click Save.
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Copying Minutes Lines
Select the minutes line you want to copy.
Click the Add drop-down menu > select Copy Selected Line.
Confirm the line is added to the agenda form below the original line.
Click Save.

12 zUndefined=
EXIt I:‘ 15 zlIndefined=

iE 11 ATEA

b=

Addz] Delete | Go to File| Mark Consen

Add After Selected Line
Add Before Selected Line
Add Many Lines

Copy Selected Line

" E

Copy Selected Line

Deleting Minutes Lines

1. Select the minutes line you wish to delete.

2. Click Delete. You can also right-click the minutes line and select Delete from the context menu.

18 2.0 11-685 Attachmer
. 19 11-690 This is 690

20 11-601 11-601

Add * Deletal Go to File | Mark Consent

The Delete Button

3. Click Yes at the confirmation prompt.

>>Next Section: Working with Meeting Minutes
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Working with Meeting Minutes

Minutes Reports

The Minutes report tab includes three report options which can be renamed in Administration. All reports have a criteria
tab; this tab allows you to determine the variables that you want to display on the report every time you run the report.

Meeting Minutes — This report is more formal compared to the others and includes a cover page and all the details of
the meeting. However, you can rename the report and determine what prints on the report within the Criteria Options
section of Administration.

Action Summary- This report only prints the legislative files, headers are not included. However, you can select other
variables to print in the Criteria Options section of Administration.

Meeting Referral Notice- This report produces all actions taken during the meeting, including those referred to another
body.

>>Next Section: Printing the Minutes Report
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Printing the Minutes Report

1. Click the Reports drop-down menu and select the Meeting Minutes option.
2. Select Print from the Destination menu.
3. Click Run.

>>Next Section: The Action Summary Report
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The Action Summary Report

The Action Summary prints a concise version of the minutes. This report lists all matters discussed in the current
meeting and the actions taken upon each matter.

1. Select Reports > Action Summary.

2. Configure the settings on the Action Summary interface. These settings are described below.

Reports | Run | Help Close
.:: ACTION SUMMARY ::.
Settings
O selected Lines Destination |Acrnhat Format(PDF) |v |
@ Al Lines I:‘ Save the Report

] show Text Title

Showi File ID show Enactment Number
I:‘ Show Minutes Status

Show LegislativeFile Sponsaors

D Show Action Notes

Show Roll Call and Vote information
Show Action instead of Action Text
D List Attachments

Keep Section Together

Save Settings

The Action Summary Interface

Item Description
Show Cover Prints the cover page
Show File ID Prints the File ID for each agenda item on the report

Prints the word “draft” on the minutes when in draft status. This should be unchecked

Show Minutes Status when publishing the minutes

Show Legislative File

Prints the sponsors for each agenda item on the report
Sponsors

Show Action Notes Prints the notes taken on each line of the minutes
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Show Roll Call and Vote
information

Show Action instead of
Action Text

List Attachments

Keep Section Together

Show Text Title

Show Enactment Number

Legistar User Guide

Prints the attendance and voting data associated for each line

Displays the short action instead of the long action text

Prints a list of all supporting documentation for each agenda item

This keeps items from being separated onto different pages

This will print the title contained in the Title box rather than the ..Title of the File text

Prints the enactment number for legislative files that have had final actions taken and
have been assigned a number

A® 2014 Granicus, Inc. All rights reserved.
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3. Select the Print and Destination options.
4. Click Run.

>>Next Section: The Meeting Minutes Report
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The Meeting Minutes Report

The Meeting Minutes report allows you to print all the details of a meeting, including votes, notes, and attendance. The

Meeting Minutes is a specially designed minutes report for the Board of Supervisors.

1.

Select Reports > Meeting Minutes.

2. Configure the settings in the Meeting Minutes report interface. These settings are described below.

-
%) Lagestar - Repoets
Roports Run
" 2 HEETING MINUTES :=
ﬁ- Seltimgs
Homme (D) Selected Lines Dastination Aicrobat FormatiFOF )
7 (= all Lines [] savethe Regore
-— _|I
Files ] d the & & ebing. Ths re Rs the maller reference
A faxg t the ma N m ¢ i w L de each le a 3]
E_a
.?P‘P’F?E*f: o Tigat Titlg
Shew Filg I

] s Misutes Smatus

] s dsmion nates

Search |:| Lisk Aftarhments

[#] e Legrslaive Fie Spaagars

E Shaw Rl Call g Vot isf rmatioa

Y ] shoores Bctioen instenst of Ackion Text

S Ensctment Mumber

Sarting Page Wember
[F] Sherw volums Infermationt?

VolomeDesigaation 107

Wolume Wember 12

e e
T —

The Meeting Minutes Report

Item

Show Cover

Show File ID

Show Minutes Status
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Description

Prints the cover page

Prints the File ID for each agenda item on the
report

Prints the word “draft” on the minutes when in draft
status. This should be unchecked when publishing
the minutes
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Show Legislative File Sponsors

Keep Section Together

Show Action Notes

Show Roll Call and Vote information

Show Action instead of Action Text

List Attachments

Show Text Title

Show Enactment Number

Starting Page Number

Show Volume Information?

Volume Designation

Volume Number

A® 2014 Granicus, Inc. All rights reserved.
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Prints the sponsors for each agenda item on the
report

This keeps items from being separated onto
different pages

Prints the notes taken on each line of the minutes

Prints the attendance and voting data associated
for each line

Displays the short action instead of the long action
text

Prints a list of all supporting documentation for
each agenda item

This will print the title contained in the Title box
rather than the ..Title of the File text

Prints the enactment number for legislative files
that have had final actions taken and have been
assigned a number

The first page after the cover page will start the
page numbering with the numeric value entered
here. The following pages will use subsequent
numbers

If checked the Volume Designation and Number
will print on the report

The location in the volume where the meeting
minutes will be located

Which volume this meeting’s minutes will be kept in
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3. Select the Print and Destination options.
4. Click Run.

>>Next Section: The Meeting Referral Notice Report
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The Meeting Referral Notice Report

The Meeting Referral Notice report prints referral notices for each matter that has been referred to another body. This
report contains all the necessary information for the referral including any notes created for that minutes item.

1. Select Reports > Meeting Referral.

2. Configure the settings on the Meeting Referral interface. These settings are described below.

@ Legistar - Reports

[= @] = |
Reports ‘ Run ‘ Help Close
.21 MEETING REFERRAL NOTICE ::.
fo| o
Home (O selected Lines Destination |Acrnbat Format(PDF) |v ‘
EU ® All Lines [7] save the Repart
Files Prints referral notices for each matter that has been referred to another body. This report contains all the necessary
information for the referral, including any notes created for that minutes item.
Ea
Minutes Notice Header
Agendas

e

Minutes

Minutes Notice Footer

If there are any questions concerning this notice, please direct them to the CITY" CLERK. (admin setting)

’ .
B

Search

'}

The Meeting Referral Notice Interface

Item Description

Minutes Notice Header A free text field that a user can use to add a text block to the top of the report

Minutes Notice Footer A free text field that a user can use to add a text block to the end of a report

3. Select the Print and Destination options.
4. Click Run.
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