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The CivicPlus Agenda Center offers an uncomplicated way to create and display agendas for
various civic organizations. The Agenda Center can create agenda templates for repeated
use, work flows to insure agenda accuracy, and the ability to enter minutes directly into each
agenda. This functionality is combined with the ability to customize both the creation and
organization of the Agenda Center.

To navigate to the Agenda Center on the back
side of your CivicPlus site, click Modules, then

Modules

LIVEEDIT | | SITE TOOLS
Modules, then Agenda Center.
(@ Agenda CenteD ) Classifieds *Note the name of the Agenda Center can be

customized depending on local needs and will be explained later in this document.

The Agenda Center main page appears displaying all categories that have been created for
each group, along with any agenda categories within those groups. From this main page new
categories can be created. Properties are also set for the Agenda Center itself and
permissions given to various groups for the Agenda Center.

Notice the grayed out areas in the image below. These items are not available until you are in
an Agenda Category and ready to create or modify an agenda.

UP TN Properties | Permissions view site | Agenda Center
- : Add Agenda
1 All Categones Agenda Categories .
BOARD OF ADJUSTMENTS : = | Add ltsm
I Regular Meeti : 2 o ; i
Il Regular ngs Agendun  SubmiSed Approved Add Detault iteer
[ Civic City Council Agendas 2 e Go to Email Lists
e
Goto Actmes
4 ial Meeti g i 5
| Specia ng Agenda  “mitied  Agproved At Categosy
0 0 0 S Coanrie
[Cl Workshop Agendas  Stbmitled  Approved
Lt v Regular Meetings
Created agendas, ltems that have been
submitted for agendas, and approved » Civic City Councé Agendas
agenda items, for each Agenda
Category » Special Meehing
Workshop
* Inticaies category containg submittod
e
Pro pe rties
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Under the Properties Tab you can customize the public side as well as the back end of the
Agenda Center. Under Properties global options such as, Default Messages, and
Permissions can be set.

Options

In Options you can customize the Agenda Centerd public side, and also create rules related to
the creation and customization of agendas. The various sections of the Option Section will
describe on the following pages.

LE Tl DETAULT MESSAGES  DEEAILT AGENTIA FORMAT Save Changes

Public Name Aganda Cantar Cancel

The name hat will be publicly displayed fie this module

Heador View agendas by using the search features provided below or view entire years agendas by sale

Module hoader

Footer View agandas by using the search faatures provided balow or view entire years agendas by sals

Meodule Foater

Modify Agendas || Modity Agendas

Set o "True” o be abile 1o modify published sgendes Defaull i “False™

Unpublish Agendas || Unputish Agsndss

Sl 10 TTrus” to be abils 1o unpublish agendas. Detault in Falss

Allows owners to (V] Allows ownsrs 1o overnce workSiow process
override worktlow Allown ownors ta overide the workflow procesn (approve ! doching | posipone an tem at any slep

process, in the procesy)

Allows users to (V] Allows users 1o move fems mio foldars

move items into Allowy usery (bielow ownet level) to move Beay oty folders
folders.

Allow Copy to 1 Allow Copy 1o Architve Cantes

Archive Center Allows copying Agendan fo Archive Centas

Sends Notifications /| Sends Netifications

Duatprrsings whethet ot not 1o sand notfications 10 users whan @n lem or category & sobmitied

Module Name Agenda Cenler

Name of tha moduse on he back end

e —————
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1 Public Name will rename Agenda Center on the public facing side of your CivicPlus
site. Simply remove the default text (Agenda Center) and give the module the desired
name you want displayed to the public.

— MName after being changed j

Public Name Agendas and Minutes ; Agenda C
The name that will be publicly displayed for this module. L_ rom Agenda Center

1 Header field displays the text that displays in the Header Section of the public facing
Agenda Center module. Remove and type in the text you want the public to see.

Header View agendas by using the search features provided below or view enlire years agendas by sele

Module header

1 Footer is the same as Header. This field displays the text that displays in the Footer
Section of the public facing Agenda Center module. Remove and type in the text you
want the public to see.

Footer View agendas by using the search features provided below or view entire years agendas by sele

Module Footer

1 Modify Agendas, checking this box allows for the modification of published agendas.
If local rules and regulations prohibit any modificationo f pub |l i s hednotagendab
select this item.

Modify Agendas [¥] Modity Agendas

Selto "True” to be able to modify published agendas Default is “False”

e —————
03/19/201 4 Paged
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1 Unpublish Agendas allows agendas that have been published to the live site to be

T

returned to unpublished status to be removed or modified. If local rules and regulations
prohibit any modification of published agenda, do not select this item.

Unpublish Agendas || Unpublish Agendas
Sat to "True" 10 be able to unpublish agendas. Dafault s "False”

Allows owners to override workflow process. CivicPlus Agenda Center allows for
the creation of workflow or approval processes. Selecting this item will allow Owners
and System Administrators to override the workflow when necessary.

Allows owners to
override workflow
process.

[¥! Allows owners to ovemde workflow process
Allows owners to override the workflow process (approve / decling / postpons an tem at any step

in the process)

T

Allows users to move items into folders. Authors and Publishers perform different
functions in the Agenda Center than in other modules within the CivicPlus site.
Selecting this item will allow users below the owner level to move agenda items into
agenda folders for better agenda item organization.

Allows users to ¥ Allows usars to move itame Into folders.
move items into Allows users (helow ownet level) 1o move tems inlo folders
folders.

Allow Copy to Archive Center. Selecting this item will allow agendas to be copied to
the Archive Center.

Allow Copy to | Allow Copy to Archive Center
Archive Center Allows copying Agendas to Archive Center

03/19/201 4 Page5
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1 Sends Notifications selecting this option will notify System Administrators and someone
who has ownership rights to the Agenda Center itself notification when a new agenda
category is created. It will also send System Administrators, an Agenda Center Owner,
and an Agenda Center Category Owner notification when a new agenda is created.

Sends Notifications [¥| Sends Notifications

Deatermines whether or nol lo send notifications to vsars when an tem or calegory s submittad

1 Module Name will change the name of the Agenda Center module in the back end of
your CivicPlus site. This name change would appear in the Module drop down as seen
below.

Module Name Agendas and Minutes

/;m»;- of he module on the back end
' M'._:du:es/ People ¥
(* 2 L

£ 4 Ucenses

{72} Agendas and Minutes ) [&] Media Center

(&) Alent Center {‘) Ld Bl My Dashboard e d

P Archive Center I News Flash Ed

i Bid Postings & Notify Me

L4 Biog _‘J L) Oniine Job
Application

) Calendar bd sd Opinion Polis

i Cigecifiads 24 Pholo Galleey ]

1 Once has been selected the changes will appear on the

public side and back end side.

*Note: An image of the public facing Agenda Center Module with the new Public Name
appears on the next page.

03/19/201 4 Page6
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Agenda Minutes, Meeting Videos, and Downloads of Agendas, Minutes, or complete packets
are available to the public from this page. Location of this page on your CivicPlus is
determined by you as any other page would be. For more information on placement of your
Agenda Center module on your CivicPlus site please contact Customer Support.

New Agenda
Center Name

C Header Text j
/4

| Agendas and Minutes V4 Tools
g View agendas by using tha search features provided balow or view antire years agendas A\ Rss
Agendas can be by selecting the desired year displayed next 1o the category. Minutes and videos relating 10 i Nobty Ma
searched for by an individual agenda will be displayed by an icon for the related aganda created
date range, time s Annafis byt
period, (last week, Dl it ’ —
month or year) or by E E Time Period v Word or Phrass Selecta Category v | Q[
a word or phrase T
W'mr:g mer deS:"ed ¥ Civic City Council Various Agenda
SCH0 O TS Categories and Agendas
v Civic City Council Agendas 201m
Agenda Minutes Videos Download
B Sep 26,2011 Y & Downioad ¥

Civic City Council Meeting for September 26, 2011

{ These Category Headers can be added by

¥ County COmMISSIONers =] you after contacting CivicPlus Customer
Service
v Special Meeting 201
Agenda Minutes Videos Download
B sep 25,2011 Dawnioad ¥
lest
B sepz3,20m Dawnload ¥

this 1% my eman test

E Sep 17, 2011 — Amended Sep 20, 2011 Downloay ¥
fest with headers

B sep 17,201 Footer Text Download ¥
test with hesders

View agendas by using the search features provided below or view years agendas by selocting the desired year
displayed next 1o the category Minutes and videos relating to an individual agenda will be displayed by an icon for the
related agenda created.

03/19/201 4 Page7
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Default Messages

Default Messages are the alerts the public receives via e-mail or SMS text message when new
agendas are posted to the public site, once someone has signs up for Notify Me. For more
information about setting up these Default Messages and the Notify Me module please review
the CivicPlus Notify Me manual in CivicPlus University.

1 When changes are made to the Default Message click Save Changes.

Default Agenda Format

The Default Agenda Format section allows you to set the format of the agendas created in the
Agenda Center. Items that can be set up are item numbering styles, font styles and sizes, how
far each sub item is automatically indented from the previous item and spacing from the
bottom item to the next item. Once the default format is set, the format will then be past to all
new agenda categories when they are created. However, when a new category is created this
format can be overwritten if the need arises.

OFTIONS m‘:FMJl.l NESSAGES Save ch.nges
Cancel

1 523w Level 1 Tille
Level 1 Description
Custom Fieid Name  And the answer would be here
Documents FILENAME PDF , ANOTHERFILENAME PDF

11 529a« Level 2 Title
Level 2 Description
g ’ WL it P Y I

e —————
03/19/201 4 Page8
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To set Default Agenda Formatting

1 Place your cursor over an item on the default agenda
item you wish to set or change. The item will become
highlighted and a text box will appear showing the

523 pPu

eoetof Field Name  And the

Documents

Lavel 1 Title
Description

FILENAME F

name of the Item you are about to change. Click the highlighted area. (In this example
the level one bullet point is highlighted)

1 After selecting the area being adjusted, a selection box will appear to the right of the
Default Agenda work area.

1 Select the new style to be used. (In this case a different bullet numbering style)

1 Select Apply these changes to this level and all under it, to apply the items selected
in the edit box to all sub items under the highlighted item you are editing in the Default

Agenda.

1 To Apply all changes click Apply

‘f’ﬂ 529am  Level 1 Title

Level 1 Description
Documents
11 529am Level 2 Title

Level 2 Description

Documents

FILENAME PDF

Each format item such as Time,
Level 1 Titie eic. can be selected. A
corresponding Edit Box will open to
the nght for customization

Custom Field Name  And the answer would be here

ANOTHERFILENAME PDF

Custom Field Name  And the answer would be here

FILENAME PDF

ANOTHERFILENAME PDF

Each sub level item can
also be customized by
moving the sursor over that

sub level and selecting the
l item to be customized

-

Level 1 Buliet

Arnal *« 10 ~

B Ir|uU| @y

7| Prepend previous level's bullets,

eg ALl
Indentahon 00
_| Apply these bullet styles to this
level and all levels under it
Apply

*Important Note: when editing bullet styles, you do not need to select the Apply these bullet
styles to all levels under it. Selecting Apply in the bullets editing box will change all sub styles.

03/19/201 4
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Selecting, Apply these bullet styles to all levels under it, in the bullet editing box will apply
the Indentation settings. Since the top level item is set to 0 indentations all sub items will also
be moved up to a O indentation as well. Meaning each sub level will not have any indentation.
The default indentation level for each sub item is a multiple of 1.5. For example the first sub
level is set at 1.5, the second level is at 3, third level is at 4.5 etc.
1 Once all the styles have been set in the Default Agenda, click Save Changes. This will
then apply these default styles to all the various Agenda Categories.

This dropdown selects how the text
appears. Normal, Every Word
Capitalized, UPPERCASE, and

Other Agenda Style Editing Boxes

Level 1 Title Level 1 Description lowercase
Arial v+ 10 ~ Anal + 10 ~

B 7 U M@y B I U By /, gvel 1 Links

Every Word Capit ~ Normal v Arial v
Indentation 1 Indentation 1 B Il Ul By
Bottom Spacing 0 Bottom Spacing 05 UPPERCASE

! Apply these fitie styles to this [~ Apply these contant styles 1o | Apply these link styles to this
level and all levels under it this tevel and all levels under i fevel and all levels under it
Apply Apply Apply

Permissions
Assigning permissions to various groups in the Agenda Center functions similarly as it does
throughout the CivicPlus site. Assigning Permissions from the main tab will give that group

rights to the entire Agenda Center.

| ¢« récommended to go into each Agenda Category and assign Permissions for a group to that
category, rather than giving a group, global rights to all agenda categories in this main
permission area.

Author, Publisher, and Owner have different permissions in the Agenda Center, compared to
the rest of the CivicPlus site.

03/19/201 4 Pagel0
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1 Author only has the right to create agenda items to go into the agenda itself. The
Author level does not have the ability to create an agenda.

1 Publisher can take the approved submitted agenda items from the Authors, plus any
default agenda items explained later in this manual, and create an agenda. The
Publisher can only Save and Submit agendas for approval; the Publisher cannot publish
completed agendas to the public facing side of your site.

1 Owners have full rights to their g r o uagenda categories, but the Owner, and System
Administrator are the only permission levels that can publish a completed agenda to the
front side of your site. Also the Owner has the right to override any work rules that have
been created for that agenda category. (see page 4 of this manual)

Creating Agenda Categories
Before an agenda can be created a Category must be created to house the agenda. Itis
recommend that each group using the Agenda Center
have its own category.

Categones Add Category
. . . Al Categories
1 Inthe rlght side menu column, in the dark blue
Categories box, select Add Category Regular Meetings

The Category creator will open.

The tabs across the top of the page allow access to the
different agenda creation and customizing sections. Using
these default items will aid the ease and speed of each
subsequent agenda for that category.

Police Civic Commiltee

Each tab will be discussed in the follow sections.

|
03/19/201 4 Pagell
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PROPERTIES DEFAULT CONTENT DETAULT TEMPLATE CUSTOW FIELDS DEFAULT MESSAGES

Properties
Basic Category set up is under the Properties tab. Due to the size of this page, each section

will be broken down and described below.

1 Name is the name of the agenda category that appears on the Agenda Center page on
both the front and back end of your site.

1 Description is the description that appears for this agenda category on the public side
of your CivicPlus site in the Notify Me section. This is to give the public a brief
description of the category they are requesting agenda information. This section may
also be used to set expectations when notifications will go out. This section has a
maximum of 255 characters.

1 Email List allows the public to receive email notifications when a new agenda is posted.

Allow Subscribers allows the public to subscribe for auto notifications in Notify Me.

1 Allow SMS will send text messages to the subscribers. The users text rate will apply.

=

*Note for more information about auto notifications, please see the Notify Me manual in
CivicPlus University.

Name Civic City Council Agendas
QO:C"IPUO" Subscribe to this list to be notified when there are Agendas posted to the website. Emails will
r‘l ': wonal)

be sent 72 hours before the meeting takes place (bi-weekly)
You have 29 characters left

Email List [V Emall List

Optional)

Allow Subscribers [/ Allow Subscnbers

(Optonal)

Allow SMS [V Allow SMS

(Ophonal)

e —————
03/19/201 4 Pagel2
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1 Heading creates the category headers that appear on both the back and front end of
the Agenda Center Module.
0 Select the Category Header from the dropdown selections.
o If the Category Heading you wish to use does not appear, select Other from the
drop down list. A text box will appear so a new category heading title can be

entered.
Heading Civic City Council -
Thes cutegory will be placed under Ihe heading chosen hore If you're desired hooading does not axist, choose "Other. *
and ype the nimne of e new heading
Enter the new category heading name you
wish to create
Heading Other v  New Category Namel
Ths category will be placed undes e heading chosen heie I you're desired heading does not eant. choose "Other *
and type ihe name of the new hoading

*Note an example of these Headings as they appear on the back end and live site are shown
on the next page. These may not be turned on by default for your site. Contact CivicPlus
Customer Service to turn headings on, or off, so they can be seen, or not seen, both by you
and the public. It is very important to note that if category headers are added after
categories are created, categories could potentially be lost.

Headings will not appear on the front end of your CivicPlus site if there is not a published
agenda in that category.

e —————
03/19/201 4 Pagel3
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1 All Categories Headings as they
appear in the
Agenda Center in
BOARD OF ADJUSTMENTS e DatkEnd.
| Regular Meetings
" i
== 2 4 0
| Civic City Council das
ity Agen Agenas  Submited
COUNTY COMMISSIONERS
| Special Meeting ,:,,,,, s«u?med "Ki’.‘.“
Hems
— 0 0 0
2w Agendas
STRsRoR =
FOLICE
= 1 0 0
~| Police Civic Committee Submitted
Agendas Hems
ou are here: Home > Agendas and Minutes
Agendas and - Tools
| | Mot aisondeb by 8 Headings as they appear on the live agendas B\ Rss |
by watecing e site. There has to be a published o8 releting o B Notify Me
L ' anindividual agenda in the category for the heading s
Sgench to appear on the public side. :
Search Agendas by: =
E E Time Peniod »  Waord o_ere Select a Category ¥ | QJ
¥ Civic City Council
v Civic City Council Agendas 201
Agenda Minutes Videos Download
B Sep 26,201 = = Download ¥
Civic City Council Meeting for Sepitember 26, 2011
¥ County Commissioners
v Special Mesting 201

03/19/201 4
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1 Pin this category to the top of the list in the public view will move the category, and
any other category sharing the same header, to the top of the Agenda Center on the
public side.

1 Show Archives will create a Show Archive for the category on the back side of your
CivicPlus site allowing you to see all revisions of each agenda.

1 Associated Archive Category use the drop downs to select the categories the
published agendas and minutes may be copied to in the Archive Center. Each
dropdown will contain all categories in the Archival Center.

Pin to Top [! Pin this category to the top of the kst in the public view

All pssocistod calégorien (Mose shanng the same header) will aiso De pned 1o Be op

Show Archives |7 Show Archives

Archives will be dsapiayed

Associated Archive Agendas
Category

City Council Agendas v
This calegory will be associaied 10 hés Aschive Conler Calegory
Minutes

City Council Minutes -

This catagory will be sxsocistad 1o Bus Arcivve Cander calegory

e —————
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CONFIDENTIAL i Civicplus Client Use Only



Cp
CIVICPLUS

eres s s e Agenda C enter

1 Rules & Alerts will create rules (reminders) for agenda items. For example, if an item
has been submitted but not reviewed by the next person, the Agenda Center will
generate an email directing an action. To create rules:

o Click Add New Rule to open the rule editor
box Rules & Alerts
. [Oplional

0 Select the number of Days, Weeks, or Months
that if no action is taken on an agenda item an alert will be sent.
o Int h after® dropdown field, choose the item action associated with the rule
item is submitted
item is postponed
item is declined
item is returned to submitted
o | n ardedropdown field, choose what will create an alert email.
x No Other Criteria, means to automatically send an email after the
specified time and action.
x No Action Taken, after the agenda has been submitted, postponed or
declined and there has been no action an email will be sent.
o To: enter the email address to be notified.
0 Message: enter the message or instructions for the email recipient.
91 Click Add New Rule to open another rule editor box for the creation of additional rules

X X X X

as needed.
E‘;:’:f Alerts Rules 1 Day(s) ~ after Item is submitted v | Remove
and No action is taken -
Send Rules
Emall To cwiccity@email.com
Message: An agenda itemn was submilted 1 day ago -
and no action has been taken Please -
contact the item publisher 1o accept or reject
Add New Rule
|
03/19/201 4 Pagel6
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1 Permissions give access to the appropriate groups to the specific agenda category.

*Note Permission Levels in the Agenda Center have differing abilities than in other modules on
the CivicPlus site.

o Author has the permission to create agenda items to go in the agenda. The
Author level does not have permission to create an agenda.

o Publisher can take the approved agenda items from the Authors, plus any
default agenda items and create the agenda. The Publisher can only save and
submit agendas for approval; the Publisher cannot publish completed agendas to
the public site.

o Owners have admin rights for their group agenda categories. The Owner and
System Administrator can publish a completed agenda to the front side of your
site. Also the Owner has the right to override any workflow rules that have been
created for that agenda category, if that selection was made in Permissions.

1 Click Save when the category properties are complete.

Spell Check

Cancel

e —————
03/19/201 4 Pagel7
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Default Content

The Default Content tab creates the Agenda Headers and Footers that will automatically
display in each agenda for that category. The default headers and footers can be modified in
each individual agenda as needed.

1 In the text editor boxes type in the header and footer content desired. Use the editing
tools in the text editing box for such items as uploading images, bolding text, or
hyperlinks.

1 Click Spell Check to identify and correct any spelling errors that may exist.

1 When complete, click Save.

PROPERTIES m DEFAULT TEMPLATE CUSTOM FELDS DEFAULT MESSAGES “

AgendaHeader | g 0o @ 1= i= B Z M apply S5 Clase | Forthome - | Ax oas (1R W, Spel Check
Civic City Council Meeling A Cancel
Community Services Building
440 Civic Center Plaza
Civic City, KS 67421 Category Details
AGENDA P LAST MODIFIED
by Jeff Shelley on September 24,
[DATE] 20

Mayor Vice Mayor CATELORY. SIE
2 agendas
17 items

saerves as Board Members and Commission Members for the

Headers and Footers can also be
entered using HTML by clicking this ommunity Redevelopment Agency
tab. Housing Authority
Joint Powers Financing Authority
Surplus Property Authority
Local Reuse Authority

/" Design €% HTML

Agenda Footer 2 g:!} &E i= B I I ApplyCSSClas~|FontName ~ A== & & &

|
03/19/201 4 Pagel8
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Default Template

The Default Template for the Agenda Center will automatically be used as the default template
the agenda category. To change the default template for the category use the same
procedures starting on page 8 of this manual.

There are two additional items in creating the Category Default Agenda Template.
1 Max Levels will restrict the number of sublevels for each agenda item. Using the drop
down select between one and five sublevels.
1 Reset to Module i level Default will restore the category default settings to those of
the Agenda Center agenda default.
1 Once the Category Default Agenda has been created click Save.

PROPERTIES OEFAULY CONTENT m CULTOM FIELDE DEFAULT MESSAGES “

Max Levels  Agendas in this category can have a maximum of 3 | v|levels Spell Check

1
2 Cancel

Reset to Module-level Default

4

- Category Details

LAST MODIFIED

by Jeff Shelley on September 24,
2m
CATEGORY SiZE
1 523pm  Level 1 Title 2 agendas
Level 1 Description 17 items

Custom Fleld Name  And the answer would be here

Documents FILENAME PDF , ANOTHERFILENAME PDF

11 529am  Level 2 Title
Level 2 Description

e —————
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Custom Fields

Custom Fields allows you to create additional fields to display when adding items within the
category. Any additional custom fields that are populated on the Add Item screen will also
appear on the agenda when you add the item to the agenda. You will have the option to make
custom fields required and set populated drop down lists, radio button and checkbox fields.

9 To add a custom field click Add a Field

PROPERTIES DEFAULT CONTENT DEFAULT TEMPLATE CUSTOM FIELDS DEFAULT NESSAGES

= &€ used 1o add custom questons lo the item form for tems submitted within this category
Add a Field

1 Inthe Name field type in the name or question for the field.
1 Choose the type of answer field you want to use;
o Short Answer
Long Answer
Dropdown
Checkboxes
Radio Buttons

o O O

*Note: The creation of dropdown, checkboxes and radio button fields are similar to each other.
Therefore only dropdown will be shown, but the same process will apply to all.

Select the answer type from Type dropdown menu

Click on the desired type

If Dropdown, Checkboxes or Radio Buttons are selected an Option field will open.
Type in possible selections. To add additional selections click the plus sign next to the
option box.

9 If additional fields are needed click the plus sign next to the Required box.

== =2 4 =
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PROFERTIES DEFAULT CONTENT DEFAULT TEMPLATE

DEFAULY MESSAGES

Name Type Select éo mak% a field [viRequwed  E£Y B4 Spell Check
equesting This Agenda ltem Short Answer  « equire
Cancel
Name Type Options " Required £ FY
Level of Importance Dropdawn - High [+ |
Category Details
Medium X
— LAST MODIFIED
Low + X by Jeff Shelley on September 24,
2011
Name Type [ Required EJEy cavesorysue
3 3 agendas
Short Answer | »| 17 items

Long Answer
Dropdown

Checkboxes
Radio Buttons

Use these controls to add

additional fields, or to
remove current field

9 Click Save to add fields to the Add Agenda Item Page.

Partial view of the bottom of the Add Agenda ltem Page with custom fields added.

/' Design €% HTML

What person or
group requested
this item be on the
agenda

Level of importance High  ~

Attached Files Upload File{s)

(Ophonat
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Default Messages
Default Email and SMS text messages can be created to notify the public once individuals
have signed up in the Notify Me module. To see how to set up these messages see the Notify

Me Manual in CivicPlus University.

Modi fying an Agenda Categoryods Preferences
From the Main Agenda Center Page, click the name of the Agenda Category to be modified.

| Civic City Council Agengs Aq:m, Sw:nued wgm
ftems ferms

1 Across from the agenda category title is a gear icon. As your cursor goes over the icon
the icon will change to Action. Click Action

Civic City Council Agendas ‘ Actions & '

D

1 A window will appear with all the available actions. Click Modify to return to the

Agenda Categoryods prefler enmn.

. . © Ungublish
*Note: To delete an agenda category, it must first be & Avchive
unpublished. Once the category is unpublished, L &, CopyLnk E
Delete will become an option in the action window. MBS | & Copy Most Recent genda Link .

5

|
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Creating Agendas

Default Items
Items that are repeatedly used in agendas can be pre setup so they can be easily added to an
agenda. Only Owners and System Administrators can add these items.

1 From the Add Agenda page, select Default Items
1 Click Add Default Item

Police Civic Committee .

Name Add Workflow

Cotn Suhcrohars

Enter the Name of the Default Agenda Item

If desired enter a Start Time for the item

A text box is available for a Description of the Default Agenda Item
To Attach Files to the agenda item:

o Click Upload Files, and then Browse.

o Select the file to be uploaded from your computer. Multiple files may be
uploaded at the same time by holding down the control key on your keyboard as
you select the files.

o Click Upload.

1 Click Save and Approve.

== =2 A =

The Default Agenda Item will then be available to add to any agenda by dragging it and
dropping it in place without having to reenter the item each time an agenda is created.

The Add Default Agenda Item window appears on the next page.

e —————
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Name Callo Order ———]
Start Time Save and Approve
(Optonal)
Spell Check
Description [ = i v CSS Clas~| Font N o ——
wonawp AR S S LBl Aorly CSS Clas- | Font Name A-o-[EE = Cancel
The Council Meeting is calied to order by the Commitiee Chairperson

/ Design €% HTML

C\mchod Files Upload Fileds) )
{Optona

Workflows

Workflows create an approval process for the items created in each agenda to ensure that the
proper groups or people approve agenda items before they are added to an agenda.

1 From the Add Agenda page, click Workflow, then select Add Workflow.

Police Civic Committee a

Add Item
AGENDAS | ITEMS | DEFauLT iTems ( ’

Add Default ltem

C Add Workflow )

Go to Subscribers

e ——————
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1 Name the Workflow being created.
1 Add users or groups to the approval list by clicking Add User Group.

Name First Agenda Drait Approval Save Changes
Approval List You can drag-and-drop peopie and groups 10 re-order them Cancel

Person or Group Name Rules & Alerts
Add User or Group

1 The Approval Name field will open. Start typing the name of the person or group that
needs to be added to the approval process. Possible matches from the User and Group
Administration section will appear.

1 Select the correct match by clicking the name.

1 To add additional groups or people to the approval process click Add User or Group
again, and repeat the same process.

1 Adding rules to the approval process helps ensure that agendas move through the
approval process in a timely manner. To add a rule to each person or group in the
approval process, click Add Rules next to the name.

Approval List You can drag-and-drop people and groups 10 re-arder them

Person or Group Name Rulss & Alerts
1. cpPublishers £ Add Rufe

2. cpOwners L4 Add Rule

Add User or Group

1 Enter the number of days to wait with no action taken before an email is sent.
1 Enter the email address of the person to notify if no action has been taken.
1 Select Save Changes.

Name First Agenda Draft Approval Save Changes
Approval List Yau can drag-and-drop people and groups to ra-order them Cancel

Person or Group Name [ Rules & Alerts

1. cpPublishers £4 1 days afler no action, send emallfo| cpowners@emaicom | 4 Workflow Details
2. cpOwners E4 1 days #fler no action. send email 10 sysadmin@email com PX| PASs SO
Add User or Group by Shelley on September 24, 2011
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Folders

Folders can be used to organize agenda items. Once agenda items are created they can be
added to different folders for organizational purposes by dragging and dropping the item.
These folders can be used to house approved or declined agenda items along with folders for
future agendas.

1 To create a folder click Add a Folder
1 A pop up window will appear, enter the folder name.
9 Click Add Folder
1 The Folder will now appear under Items tab with the agenda items.
—
7] Name s
v P New Agenda tteg | AAdd Folder, 2Nl e
] Agreement g
Services at t
B Name | Future Agenda ltems
CEREMON P
the Housing
their eflorls
[ lation -
2011 as “Histiocytosis Awareness
Mon
v = Deciined Old Agenda ltems @
Previously created
v B Decined New Agenda ltems folders &
v 5 Submitted ltems &

1 Clicking the arrowhead next to the folder name will expand and close the folder. The
arrowhead pointing down means the folder is expanded, pointed to the right means the
folder is closed.

|
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Adding Agenda ltems

It is important to remember that starting with Adding Agenda Items, different permission levels,
Authors, Publishers, and Owners will see different controls. For example, Authors will see
Add Item but not the Add Agenda button. Add Agenda is only visible at the Publisher level
and above. Save and Submit buttons will appear based on the workflow that is selected for
that item.

1 To Create Agenda Items, click Add Items

Civic City Council Agendas ® el
Add Item

AGEMDAS DEFAULY ITEML WORKFLOWL AddaF r
[ rews | 8 Folde Add Default ftem

] Name Submiitad By For Mesting Add Workflow

v P New Agenda items ®

Enter the name of the Agenda Item

From the dropdown menu select the Workflow for the agenda item

Enter the Suggested Meeting Date

Enter the Start Time

Enter a Description of the agenda item

If any Custom Fields were created in preferences for the agenda category, enter that
information

1 Upload any files for the agenda item by clicking Upload Files

=4 =4 =4 4 4 A

Any optional fields will be marked as (Optional). All other fields are required and must be
completed before an item can be saved.

1 Click Save to save the agenda item as a draft, allowing you to continue to make
changes to the item.

1 When the item is complete click Save and Submit. This will then save the item and
notify the next person or group in the approval process.

Add Agenda item appears on the following page.

03/19/201 4 Page27
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Workflow Agenda First Approval - Save and Submit
Suggested Meeting  9/29/2011 Spell Check
Date

Optiona) Cancel

Start Time

Oplioeval)

Description 3l & = Aooh | Font Nam - Y l

Up!r,v‘.ﬂ? 3 B8 = i= B L U Apply CSS Clas~| Font Name AL |EEE

Update of the construction of the Civic City Bridge

S Design <> HTML

What person or Clivic City Future Planning Committee
group requested

this item be on the

agenda

Level of importance  High  ~

Attached Files Upload Flle{s}

Optlonal)

1 To approve or disapprove an agenda item go to the Agenda Center

Select the Agenda Category

1 Under the Item tab the agenda item will be marked that it is waiting on approval, and
name the person or group that needs to approve the item.

=

v B2 Fulure Agenda ltems

| Civic Cily Bridge Construction Jeff Shefiey 09/20/2011( Walting for Administrative @
Services - Publisher
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1 Click the item name to open the agenda item for approval.

1 Review the agenda item. The bottom of the Agenda Item Page will be a History and
Discussion section. Enter any comments you may have about the agenda item. Click
Post Comments to add them to the agenda item.

Attached Files Upload File{s}

{Optians!

History & Discussion

sep 24, 2011 10:548 PM

| Browse. | Convert 1o POF
Jeff Shelley ftam was submitled
Sep 24, 2011 10 SE AW
Jeff Shelley Item was declined
ap 24, 2011 10.546 '™
Joff Shelley This needs 1o be pushed 1o the top of the list of new business
sep 24 2011 10:53 P
Jefl Shelley ltem was submitted
Sep 24 2011 0 2P

1 Select Approve or Decline.
o0 Selecting Approve will place the item in the list of items to be added to the
Agenda Creator.
o Decline sends it back to the agenda items list, marked declined appear in red. It
can then be modified and resubmitted or deleted.

Approve This ltem?

Approve

Decline

Approval List

Administrative Services - Publisher
City Manager - Publisher
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Create Agenda

1 To add a new agenda to an agenda category, select Add Agenda

Civic City Council Agendas

: C Add Agenda
L

AGENDAS DEFAULY ITEMS WORKFLOWS

Add a Folder

Add Default tem

The Agenda Creation Page will open.

Description

You have 255 characters left

Link to Video

(Optionat)

1 Call To Order And Roll Call

2 PUBLIC COMMENT

3 CEREMONIAL ITEMS

4 CONSENT CALENDAR

5 Approval Of Minutes

6 Final Adoption Of Ordinances

Default agenda
< items

Meeting Date 1 (7] This is a simpie agendsa. Simple text agenda

If you have uploaded 3 vidoo oniine (0.9 Media Conter, YouTube, Vimeo, elc _ |, pasie the Iink here

New agenda 2
items

Save and Publish

Save and Preview
Spell Check

Cancel

Approved ltems
SEP 30,2011

Adopt Resolution approving purchase of
sewer pumping station

jeff Shelley Sep 25. 2011

Civic City Bndge Construction

Jell Sheliey Sep 25 200

ltem 39— Adopt Resolution designating
Fall Fun Fest dates

J£l Shalle Sep25 201

Public hearing - rezoning the Viltas
Parkway Estates (RZ-7-10-2680)

Jeft Shelle Sap 25.20N
NO DATE SUGGESTED
Second reading of Bill No. 4121

Jeff Shalley

Default ltems

1 Enter Meeting Date

=

In Description enter agenda or meeting description

1 If you have uploaded a video online either in the Media Center, You Tube etc. that you
wish to use, paste the link in the Link to Video field.
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1 To edit or review the Default Header created under the Default Content tab, click
Header in the agenda work bench to open the header text box. Make the appropriate
edits then click the Header bar again to hide the edit box and save the changes.

( \ )|

A B S S B LT ooy CSsCas- FontName <Az x| BB F

CIVIC CITY COUNCIL MEETING
Multipurpose Room of Howard L. Brown Public Safety Facility
1100 SW Smith Street

m

Civic City, ST

1 To add Approved Items, click on the item box in the right hand Approved Items section.
Hold the mouse button down, and drag the item to the location you wish it to appear,
then release the mouse button. The item will then drop into that location on the agenda.

o If anitem is released next to the left margin of the agenda work bench, it will be
numbered as an Agenda Title item and take the next sequential number and
renumber the rest of the items.

SEP 33 2011

Showing Item Title Line
umber

N A 1ON APPEOVING DUICH
e, TeWer pUMoing siation
= B
d Roll Call
Ciwic City Bridge Canstruction
e Shedey e 2

em 39— Adopt Resolution designating
Fali Fun Fest dates

1 Call Ta Or

2 PUBLIC COMMEBR

o Items placed indented from the previous item will then become a sub item of the
previous item on the agenda and numbered accordingly.

Approved llems
SEP 30, 2011
ASopt Resolution Spproving pairchass of

e SEWES PEMDING S1a3ton
Showing Sub -
a® T Jet 2 = Title Number
Civic City Briage Construction
Mem 3g— Adopt Resolution designating
Fall Fun Fest dates
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o To change an itemd Bcation on the agenda work bench, click on the item and
drag and drop it to the new location. The item will then be renumbered
accordingly.

o To remove an item from the agenda, click the item and drag it back to the
Approved or Default Iltems section.

0 Once the items are placed in correct locations on the work bench, it will then
open and display the items description and any additional field information that
has been added.

1 To see if the published version of the agenda will
appear correctly, click Save and Preview. This Save
will also create a draft version of the agenda that
can be edited at any time.

Save and Publish

1 To save the agenda as a draft and close click : Save and Preview
Save Spell Check
1 To save the agenda and publish to the public side Cancel

of your CivicPlus site, click Save and Publish.
(or Save and Submit for those with Publisher permissions)
1 When an agenda is published, a notification window will open to notify the public a new

agenda item is posted. Your options to send the notification are;

0 Send on the Meeting Date.

o Send Immediately

0 Send the notification X Number of Day in Advance.

x Enter the number of days prior into the Days in Advance of the Date box.
o Select,Send, Do nod@ancgle Thd notification will then send accordingly
to those who have signed up in Notify Me for the selected Agenda Category.

You have the option to notify subscribers to this Civic City Council Agendas category that you have published or modified an
any additional commeants.

da Add

3

Comments: Send:
On Meeting Date
@ Immediately
x Number of Days in Advance

Days in Advance of Meeting Date

Enter any desired ] [ Send || DontSend | [ Cancel

comments about the
agenda being posted.
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Adding Minutes

Agenda Center offers the ability to add minutes directly to a published agenda.

1 On the main page of the Agenda Category select the Agenda button.
1 On the agenda you wish to add minutes, hold your cursor over the gear icon so the

Action button appears. Click Actions.

|| 9302011 925201
(7] gp6011 92002011

93072011 City Council Meefing
Civic City Council Meating for Septamber 26, 2011

( Actions & )

1 The Action Item Box will open, select Add Minutes.

1 The Minutes Work Bench will then be displayed. Click Add
Minutes to add minutes to an agenda item.

1 Click Save and Stay, to save your work and to continue
entering minutes.

1 Click Save to save the minutes in a draft form until they are
approved.

1 Click Save and Publish to publish the minutes to the public
side.

[~ LDRAFL &

S Moddy

& Copy Link

S Cons

:1 Move o Category

Sy Copy to Archive Center

)

§3 Add Minutes
¥

Simple minutes | Upload minutes document

930/2011 — Minutes

1 Call To Order And Roll Call

2 PUBLIC COMMENT

B UA~E==

Add minutes herd

Save and Stay

Save and Publish
Spell Check

Cancel
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Archive Minutes and Agendas
To send Agenda and Minutes to the Archive Center,

1
T
T

=

Open the proper Agenda Category

Click Agendas

On the agenda to be archived hold your cursor over the gear icon so Action appears,
click Actions

The Action Item Box will open. Click Copy to Archive Center

The Archive Center item creation screen will now appear. After you enter a display
name and archive date you may Save and Publish your new archive item.

To copy your minutes to the archive center return to the agenda center, open the proper
category, and click on the actions button again.

Now you will click on Minutes from the action menu.

On the right side of the page click on the button for Copy to Archive Center

Again name your new archive item, set the archive date and Save and Publish

Other Action Box Items

1
1

Modify allows for the modification or changes to an agenda.

Copy Links will create links to be used in creating # Modify

hyperlinks from other sections of your CivicPlus site to the &, Copy Link
agendas, or from websites like Facebook to the published & Copy

agenda. = Move to Category
Copy will make an exact copy of the agenda which can be &, Copy to Archive Center
modified and saved. +J Archive

Move to Category will move the agenda to a different §3 Add Minutes

agenda category.
Copy to Archive Center will send a copy of the agenda to the Archive Center but will
keep a copy of the agenda in the agenda category.

Archive sends the agenda and minutes to the archive within the Agenda Center, not to
be confused with the Archive Center, this option will remove your agenda and minutes
from the Agenda Center list.

Minutes opens the Agenda Minutes Work Bench.
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