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Overview
This NAC Session focuses on the agenda creation in Legistar. Prior to this call information was gathered from the survey or by the Granicus Business Analyst reviewing your documents/website. During the call we will review your agenda, determine agenda item numbering rules, header and font styles, and publishing requirements. 
Objectives 
· Demonstrate how to generate your agenda in Legistar
· Update agenda settings to meet Client needs/requirements
· Review final processes for agenda distribution (iLegislate, Agenda Packet) and publish an agenda to InSite
· Provide the generic agenda report to Client for review, mark-up, and final sign-off
How to prepare for this call
· Complete questionnaire and return to Granicus Project Team


· Either during the survery or prior to this call it is expected that you will watch the following eLearning videos:
· Calendar Tab and Schedule Meetings
· Agenda Tab and Generating Agendas
· Agenda Tab - Organizing the Agenda Outline
· Finalizing an Agenda and Exporting It to MediaManager
· Creating Agenda Packets
· Think about your current agenda process and what you would like to improve. 
· Review processes that are paper based and may need to change to be effective in a paperless agenda system. 
· Review your agenda numbering
· All files need to follow a consistent numbering sequence to be automatically assigned in Legistar. For example, all files follow either a numeric or alpha sequence.
· Review current agenda distribution and how it will change with Legistar.
Who should attend
Client Project Team and power user responsible for generating and publishing agendas. Important! Maximum of 5 participants.
NAC SESSION 1 – Agenda Outline 
The outline below details the main discussion points that will be covered by the Granicus Business Analyst during the call for configuration of the system. All of the topics may not be covered during the call and if you have a specific question please feel free to ask.  
1. Agenda event creation and generation
2. Demonstrate how to work with the agenda form
a. Header vs. legislative file
b. How to move, add & drag and drop lines
c. Auto-Numbering the agenda item on the agenda form

3. Administration - Agenda definitions process (agenda template)
4. Agenda Reports
a. Agenda reports: Four generic agenda reports; one Agenda Hearing Notice  
b. Posting to InSite
5. Agenda Packet
i. Legistar Method
1. Cover Page (Administration/System Settings/Agendas/Print Attachments Cover Page As)
2. Default is Text File Report. This can be set to any of the Legislative File Reports (Master Report, Certified Copy Report, Text File Report, Matter Summary Report, Signature Report)
ii. InSite Method
1. Cover Page – Can be one of the three file reports on InSite (Legislation Text, Legistation Details, or Legislation Details (with text)) or none
2. Default is Legislation Details (with text). Case to design if needs to be changed.
iii. Attaching the Packet to InSite
iv. Attaching other documents to InSite
6. iLegislate
i. Export Data
ii. Setup Users
1. Council members
2. Department heads
NAC SESSION 1 – Follow-up Tasks and Deadlines
Below is a list of tasks to be completed by the  Client and Granicus teams after NAC Session 1. These tasks must be completed by the next session unless otherwise indicated.
Important! Failure to meet deadlines may result in a delay in implementation and/or training.  
Client Project Team
1. Client System Administrator must review and approve or markup the agenda report. Client agenda report validation and/or requests must be submitted by email to the Granicus Business Analyst by NAC Session 2.
2. Download iLegislate on your iPad. Your Business Analyst will provide logins for the Client Project Team. For additional logins, you will be taught during Administration training how to setup new users for iLegislate.
Granicus Business Analyst
1. Granicus Business Analyst will email the agenda definitions report and a sample agenda report to the Client Project Team directly following NAC Session 1.
2. Granicus Business Analyst will change the system settings in Legistar to assist with the agenda report formatting.
Granicus Project Manager
The Granicus Project Manager provided you the Legistar install link and technical guide.  Legistar should be installed and the project manager will  be available if you have any questions or concerns.  
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Agenda Videos

· Calendar Tab and Schedule Meetings

· Agenda Tab and Generating Agendas

· Agenda Tab - Organizing the Agenda Outline

· Finalizing an Agenda and Exporting It to MediaManager

· Creating Agenda Packets 





		Please provide details of the main meeting body, which is referred to as the Primary Legislative Body.   



		What is the name of your main meeting Body?

		



		What is the time of the meeting?

		



		What day do they meet?

		



		What is the location of the meeting?

		



		Legistar will produce your agenda by one click which will combine your agenda template with the standard headers and all agenda items for a specific meeting date.  We want to gather some information on how you create the agenda now.



		Do you use a standard template to create the agenda?

		Yes

		How do you create your agenda now?

		Another Software System 





		Notes:



		







On your agenda template how do you format the standard headers (i.e. Roll Call, Pledge of Allegiance, and Consent Agenda)? We want to gather information about your standard template.  



		Preferred document font? *Please note Granicus only supports the fonts listed in the drop down.

		Arial (Default)



		Preferred document font size?

		12 (default)



		Main Header Font (Header 1)

		Arial, 14, Bold, Left Justified



		Sub Header Font (Header 2)

		Arial, 12, Bold, Left Justified



		Sub Header Font (Header 3)

		Arial, 12, Bold, Left, indented .25



		Sub Header Font (Header 4)

		Arial, 12, Bold, Centered



		On the agenda you may number items in a format such as:  1, 2, 3 or A, B, C or A.1, A.2, A.3 which is referred to as an agenda item number.  This is a unique identifier on the header lines or agenda items, which is not required.  

For your standard headers the agenda item number is set in the agenda template (i.e. Roll Call, Call to Order, etc.).  

Legistar automates the agenda item numbering with an auto-number feature.  The auto-numbering feature is only applied to the agenda items.   



		What agenda item number do you use on Header lines?  

		None  



		Will all header lines always show? *Please note if all headers do not show and they are numbered you will have to manually update.

		Yes

		What numbering assignment will be used for Agenda item?

		1 





		Chose to number items 1, 2, 3, to the end of the agenda or reset to 1 on headers?   

		Agenda Items 1, 2, 3 Do not reset

		Carry the Header designation (A.1) to the agenda item?

		No

		The agenda item entry is called the title. Typically, there is a descriptive sentence, not more than a paragraph of text on each agenda item.  The title displays as it is entered in the file with all the data attributes such as: bolding, strikethrough, etc. on the agenda.  Many clients have a recommendation which prints below the title on the agenda. 



		Verify that the title will print on the agenda and if you will use the Recommendation. 

		Title (required)

Recommendation (optional)



		Please let us know what other text print on the agenda? *Please note: this could be text, department, sponsor name, or attachments.



		



		The pre-meeting document produced is typically the agenda.  The name of the document is printed at the top of the document (i.e. Agenda, Meeting Agenda, Docket).   



		What is the name of your Agenda document?

		Agenda



		Do you create a draft agenda and draft agenda packet?

		No

		Do you create a supplemental or revised agenda?

		No

		Please list any any other type of pre-meeting documents?

		We do not produce any other documents

		







		



		

		



		

Agenda Publishing

		



		Granicus recommends using iLegislate to distribute the agenda/packet internally to staff and the voting members.  The agenda can be accessed via InSite for any other employees and the public.  They can visit the site directly or they can sign up for RSS feeds and Alerts.



		

		



		How do you distribute the agenda/packet now?

		Electronic copy, emailed or dropbox

		Will all attachments be part of the agenda packet?  Most clients do not have private attachments.

		Yes

		With Granicus you can use iLegislate to provide internal employees & voting members access to the agenda packet.

		Yes, we will for most voting members & department heads

		In addition, most clients do create an electronic agenda/packet and distribute it via email and print.

		Yes, we will need to produce an electronic agenda/packet

		Please verify you will use InSite to post the agenda to Internet.

		Wherever you are currently publishing the agenda will be replaced by InSite and worked into your current website. 



		

		



		

		



		Provide a copy of the Agenda Template with all Headers.



		Agenda format comments:
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