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Working with LiveManager and iLegislate
Voting (Clerks)

The iLegislate Voting System integration allows meeting members to join meetings, request to speak, mover and second
motions, and and vote on agenda items from their own iPads. This quick reference guide provides step-by-step
instructions for meeting clerks when using LiveManager with iLegislate Voting.

Step 1: Launch LiveManager

1. Double click the LiveManager icon to launch LiveManager from your desktop.

2. Click Open LiveManager.

®granicus. LiveManager
Start a Live Meeting

Flease select & Mesting Server in order Lo laundch LiveManager

Wiew or change options for LiveManager:

Options

Step 2: Load a Meeting

1. Click the Load Meeting button. The Load Meeting menu appears.
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| Meeting | No Agenda Loaded Time
Load Meeting Start Pause Extend Stop

2. Select your meeting from the list of available meetings (it becomes highlighted and appears in the Selected
event to load field).

Note: If LiveManager is configured to open more than one meeting at a time, hold down Ctrl to select
more than one meeting to load.

3. Click Load.

& Load Meeting

Load Meeting

Fun a meeting using one of the events listed below.

[ MeetingName | StatTme [IA|
City Council on 2013-05-06 7:00 PM
City Council on 2013-05-06 7:00 PM

Community Development Committee 6/19/2013 2:00:00 PM

Ken Slattery’s Council Meeting 5/29/2013 7:00:00 PM

New Event

Mon-Meeting Content Test s

-

Selected event to load:

Ken Slattery’s Council Meeting

Load cancel |

Step 3: Add Attendees (if necessary)

Please note that the attendee's first and last names must match in their People record in Legistar and in
the Users subtab in MediaManager Admin. This includes the attendee's middle name, so if there isn't one
in Legistar, the Middle Name field must be blank in MediaManager. In most situations, however, all
Legistar users for the meeting body will be available for selection from the Add Attendees screen in
LiveManager.

If the mayor only votes in the case of a tie-breaker, do not mark the mayor as a voting attendee until a
tie-breaker vote is needed. Then, when a tie vote occurs, return to the Attendees tab and mark the
mayor as a voting member by selecting the Voting checkbox. This will cause the voting panel to appear
on the mayor's iPad.

If you need to add additional attendees, click the Attendees tab, enter the name of a new attendee, and
click Add Attendee. Make sure to select the Voting checkbox for the new attendee if they are voting
during this meeting.
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Coul ‘;| Add Attendee

Councilmember Baddley
Councilmember Horgan
Councilmember Johansen
Councilmember McFarland
Councilmember Williams

Step 4: Add speakers manually before or during the meeting

Meeting members can request to speak on an agenda item from within iLegislate, but you can still
manually add speakers by completing the following steps:

Select the agenda item to which you want to add a speaker, and click the Speakers tab.

Click Add Speaker.

In the Speaker Name field, enter the name of a new speaker, or select an existing name from the drop-down
menu.

In the Speaker Type field, select Public, Staff or Elected Official.

5. In the Duration field, designate an amount of time for the speaker. Note that you cannot specify an amount of
time for the Elected Official speaker type.

6. If necessary, click Add Additional Speaker to add more than one speaker to an agenda item, and click the
appropriate Remove button to delete a speaker.

7. Click OK when you have finished adding speakers.

B Add Speakers

Add Speakers
To add multiple speakers to the current ibem dick the "Add Additional Speaker” button

N Spetker Name L SpeakerTyme o Durstion L Remove 1]
| Mr. Smith | =| | Public | =] |2:00 =4 Remaove

Add Additional Speaker | [ ok ] caca |

Step 5: Add new agenda items before or during the meeting

Note: This is a rare occurrence.

1. Click Agenda Item at the top of the screen, or right-click an existing agenda item in the left Agenda panel
and select Add Agenda Item (this adds a new child item to the selected item). The New Agenda Item tab
becomes available in the middle of the screen.
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In the Agenda Item Text field, enter the title of the agenda item.
(Optional) In the Department field, enter the name of the department associated with the agenda item.

(Optional) In the Suggested Action field, enter a suggested action for this agenda item, e.g., approve,
amend, etc.

5. Click Save.
If necessary, drag and drop the item to where you want to place it on the agenda.

Agenda Ivem Text:
¢. Mew Neighborhood Fark

Entér & quick note

Notes:

You can edit existing agenda items before the meeting. Select the agenda item you want to edit from the
left Agenda panel, make the appropriate edits in the Agenda Item Text, Department, and
Suggested Action fields, then click Save (or press Ctrl + S).

You can also delete an agenda item: right-click on the selected item, click Delete (or press Ctrl + D),
and then click Delete again at the confirmation prompt.

Step 6: Start the meeting

Click the Start button to start the meeting. Once the meeting has started, meeting members see a Join
button on the iLegislate Agendas screen that allows them to join the meeting in progress.

| Meeting | Agenda Loaded Time
D h’ § —
Load Mesting Start Pause Extend Stop
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Note: During the meeting, use the following buttons as necessary:

e Click Pause to pause the meeting (if it goes into recess). You will need to click Start to resume the meeting
when it reconvenes.

e Click Extend to extend the meeting time by 30 minutes.
e Click Stop to finalize meeting details and end the meeting.

Step 7: Take a roll call

iLegislate uses Roll Call to determine whether or not a meeting member sees the voting panel (and is
thus allowed to cast a vote on an agenda item). If a meeting member has been marked Absent, the
voting panel will not appear when it is time to vote.

Note: You must take Roll Call before you can use the Record Unanimous Yea Vote button.
1. Click Roll Call (or press Ctrl + R).
2. Under the New Roll Call tab, select the Present, Absent, or Excused option for each meeting member.

3. Click Record when you are finished. The Roll Call is timestamped in the Minutes panel on the right side of the
LiveManager screen.

Rall Call: 5 members Present, 0 members Absent, 0 members Exoused.
Attendee | Excused [
Mr, Smith [~ r C
Hrs. Barber = r ]
Ms, Zaids =3 r O
M. Beckett = r ]
Hayor Theroux F r r
J
Cancel [ Start RoliCall f Step RollCall § - Record

Step 8: Timestamp an agenda item

Select the item from the left Agenda pane, and either double-click the item or click Record in the
middle of the screen. The item is timestamped in the Minutes panel. As each agenda item is highlighted
in LiveManager, the meeting members will see that same item highlighted on the agenda in iLegislate.
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2. Rl cal 5.1 Bapar of Caeus 03 B3 ap0¢ed fa gayment s aperopiaton trnsers (0 T perod
Ociober 27, 2038 Iroush hovember 3, 201,
3. Recommendation to Aperove Minutes of: None | [}
8 B Sresentations. i 5.2 Consideration and approva of  proposai

4.1 Practamation - Clck It or Ticket Mebiization -
5.4 Consieration and possible spproval of the purdhase ..
5.5 Consieration and possible acceptance of 3 Verlzon 1.

4.2 Presentation on the KidZafe Proomm

7%5.7 Consideration and possible approval 10 purchase one—

5.3 Cnsideration and possible approval of reimbarsem...
5.4 Consideration and possitée approval of the Derchass.
5.3 Consideration and possibie accegtance of 3 Verom...
5.6 Canaldaration and possibia apprcval ts reciasslfy th..
5.7 Conaideration and powsibia aporoval to purchass o...

B 6. General Business:
6.1 Consideration and possitia approval o the Mayor's 1.
" 6.2 Presentatin. Discussien, and ossible Cirection Rea-.
6.3 Censideration and possible approval to procesd with-.
0.4 Consideration and possitia aporoval of Reschution N..
6,5 Canmidaration and possibie aperoval of Rasclution #...
£.6 Canidaration, diseussicn, 3nd sossible soproval ol
.7 Consideration, ciscussien, and possible acoroval of_.
6.8 Cansideration, discussien, and possble approwal ol |
6.9 Consideration, iscussicn, 38 possble 3060Vl of

) Recorded:  11:35:54 AM

" 7. Public Heariags and Action Fiems Unrelated o Plassing..
7 0. lanring and 20nina Public Hearins and Action Ramss
8.1 Consideration and possibie action for Tentative and...
. Chased Boor Sessions
S 7 10. Comments:

10.1 Comments from the Public

10.2 Commants from City Councl and ity Hanages

Step 9: Record notes

ETT
City Council Meoting

4. Annauncements, Preserations, Rocogntion lems and tems of Spocial Interest:

4.1 Proclarnation - Click It oc Ticket Mobiization

4.2 Presantation on the KidZate Pragram

5.2 Consideration And possitle approval of a proposal for 2011 Rock PArk Monitonng
Program with JBR Environmontal Consultants, Inc in
the amourt of $146,230

5.3 Consideration and possible approval of reimbursement 1o the City of Reno inthe
Ayt of $47.055 for Sparks’ share of 8 b award

o Invensys Operations Management by the Gy of Reno for the purchase and
instalation of Distributed Control System Fiekibus Moduies

AN A3 S81VErS A1 U Trixckes Meacdows VWaLe Reciamation Faciity

5.4 Consideration and possible approvl of the purchase of two Chewrolet 432 Tahoss.
for the Police Department from Chamgion Chevrolet in
e amount of $60.418.00

5.5 Consideration and possible acceptance of a Verizon HopeLine grant award in the
amount of §5,000.00 to provide direst serices 1o the
wictims of domestic violence and child abuse

5.5 Considerati st ity the exdsting position of
Environmantal Control Tachnician to Envirenmantal Control
. i

s Eruienenantal Miulainm of ha rmmsmni Sanisas Manartmant ot i

Curmant e

5.1 Report of Claims and Bills approved for payment and
appropriation transfers for the pericd October 27, 2011...

|

Updated 12/13/13 4:38 PM

Enter notes in the Quick Note field, and click Save to Selected or Record.

Save to Selected: saves a note without a timestamp under any item you’ve selected on the minutes.
This is useful for recording notes to items that have already occurred.

Record: assigns a timestamp to the note and it always appears under the active item (which could be a
motion, vote, roll call, agenda item, etc). The active item (denoted by red text when it’s not selected)

can be different from the one you’ve selected.

bl

This Is a quick note.

o e e

Note: Select the Private checkbox if you want to make this a private note rather than a note that is

visible to the public.

Step 10: Call a speaker to speak on an agenda item

Meeting members may request to speak from within iLegislate by tapping the Request to Speak button

in the bottom right corner of an agenda.
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5.4 Consideration and possible approval of the purchase of two Chowrolet 432 Tehooes
or the Police Depariment Trom Chamipion Ghevroled in
Shey micunt of $60.418.00

5.5 Consideration and passilbls acceptancs of a Vernzon Hopaline grant pward in tha
amount of $5,000.00 to provide disct sendces to the
wictims of domeestic viclonce and child pbusa

5.6 Consideration and possitle appooval to reclasaity the existing position of
Ervirgnmanial Centrol Techniclan te Envirenmental Control
Ftfleae 11 e Fha Erasennenandol Plidobon of Hha Soenme ndfo Sonskeos Monodmood ot tho

Cument Bem:

5.1 Report of Claims and Bills approved for payment and
appropriation transfers for the period October 27, 2011...

& Updated 12/13/13 4:38 PM

Each time a meeting member requests to speak, they are added to the Speaker list.

The meeting chair can view on their iPad the number of speakers who have requested to speak. This
number increases as new requests to speak are made. Each time a person is called to speak, this

number reduces by one. Council members cannot view the speaker list but can view the name of the
current speaker from their iPads.

Fad ¥ 50 AM § TH% @D+

< Agendas A Large Agenda Event Change View

1. FIRST 50

A, Approve = waiving the text reading of ordinances on this agenda pursuant to Solana
Beach Municipal Code Section 204,480,

2. MINUTES OF CITY COUNCIL MEETING @ §. é. 3. &7 &7, 7. Gy,

A Approve ™ the Minutes of the Regulas and Closed Session City Council mestings held
Movember B, 2006 and Regular meating held Novemnber 20, 2008,

3. LIST OF DEMANDS {File Mo. 0300-30) k)
A. ** Ratify the List of Demands dated List of Demands - 12/08/06 Through 12/22/2006.

4, STATUS REPORT ON MAJOR FY 200607 CAPITAL IMPROVEMENT PROJECTS (File Mo.
DB00-80)

A, Receive report,

5, RE-APPROPRIATE 550,000 INTO BUDGET UNIT 244-9356-6510-6530 FOR THE LOMAS
SAMTA FE AT I-5 INTERCHANGE DESIGN. {File MNo. 0830-30)

A Adopt Resolution 2007-012 G666 6 RGBS EEEN

1. Appropriate 550,000 from Undesignated Aeserves 244-3200 into Budget Unit
244-9356-6510-6530,

2. Authorize tha City Treasurer to amend the Fiscal Year 2006/2007 Budget accordingly.

6, A& REQUEST FOR A DEVELOPMEMNT REVIEW PERMIT AND STRUCTURE DEVELOPMEMT

Matlan w10 Curment Speaker O
Trurman W Smith Visw Sgreashars
& Updated B18/14 11;45 AM [ )
i 1 E
Agerdas wriark Mal 1

Meeting Chair only:
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Speaker List

Madhu Kambhampati

Chad Geisler

Asa Forsman

Mindy Stevens

To call speakers for an agenda item, complete the following steps:
1. Click the Speaker tab.
2. Click Call next to the speaker’s name (before you do this, you can add the speaker manually if necessary).

& Granicus LveManager o EEH
Hecting Ranlng Tirme Remalning: D1:39:00  Win? Tast v Help
i .
&= Ml | Mo comcens e &) W | J
Road Mosting | stat | Pouse | Enteed | szoo Agenda mem | Motion | \ote | Retcal | met
et Q
" 1. Cal s Ordar 2 B okl Call: 4 riseubars Present. i members Abse._ ({13038 &M}
= Curment Spesker:
2. Rotl Cal [ /5 B 5. Consant Ttems:
EY I None L2j T tees
E ‘Spakos Timer: | ] .
L y O T e 2 o o
4.1 Prociamation - Click It or Tickst Mobilization o T w0 || = | wm | o - Snss ! s
4.2 Presentaticn on the KiZate Froeram 5.4 Gomsiderati ossible approval of the purchase 5. G Tom Spengler
B 78, Convarn ams: Requests to speak: 5.5 Conpidaration and possible Jcceptance of & Verizon W
#40 5.1 Report of Claims and By aporoved for paym - ' reclagaity the..
5 Tom Spengier Prblic L] .
" 5.2 Consideration and pussiths approval of 3 propesal fo_ 5.7 Considaration and possible pprowal 1o purChase ere._

5.3 Consideration an0 Doasithe aporoval of rembersem..
5.4 Consideration and possitie aoproval of the parchass..
5.5 Consideration and possitia acceptanca of 3 verizsn...
5.6 Considaration and possibie approval ta rechassify th.
5.7 Considaration 3ng possibis aporoval th purthass o I
8 1 6. General Business:
.1 Consideration ang passitie approwal of the Mavors 1
6.2 Presentation, Discussion, and Fossible Direction Reg...
6.3 Cansideration and possitie aporoval to procesd with..
7 64 Consideration and possitle aooroval of Reschution N
.5 Consldaration and possitie anoroval of Rasclution #...
} 6.6 Consideraion. @scusien. e possble soseoual o [ At spaarar || pelcn o spasiars |
77 8.7 Cansideration, Sucissien, 3ad presble aspenal ol
6.8 Consideration, discirssion, and peasible agorval of_.

6.9 Cansideration, discussion, and passible aseroval of...
" 7. Public earings and Adtion Rems Unreiated b Plaseing...
7 0. Planning and Zoning Public Heariegs and Action ams:
7 8.1 Consideration and possitie action for Tantative aed...
. Chased roor Sessions
B 7 10, commenes:

10.1 Commants frae the Publc

10.2 Commants frem City Councll and ity Manager

3. You can change the time in the Speaker Timer field to 5:00, 3:00, or 2:00, or add additional time to the
existing time by clicking +0:30. Note that you can configure these default times in your LiveManager Options.

Click Start when the speaker starts speaking. The speaker timer begins in LiveManager.
5. Click Stop when the speaker is finished speaking.
6. Click Clear Speaker.
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Current Speaker:
Mir. Smith Clear speaker
Speaker Timer:  00:00:00
500 | 300 | 2:00 | +0:30 |

Step 11: Create a motion for an agenda item and record a vote for the motion

Council Members can use iLegislate to make and second motions on the current agenda item. These
buttons are highlighted based on the state of the meeting. They can tap the Motion button to make a
motion, or if another council member has already made the motion, they can tap the Second button to
second the motion. When they do this, their names will appear in the appropriate New Motion Item
field (Mover or Seconder) in LiveManager.

They can also withdraw their motion or their seconding of the motion from their iPads.

iPad 11:48 AM ® 78% Ep4

( Agendas A Large Agenda Event Change View

1. FIRST 50

A. Approve ** waiving the text reading of ordinances on this agenda pursuant to Solana
Beach Municipal Code Section 2.04.460.

2. MINUTES OF CITY COUNCIL MEETING : §. é. $. 62.. 62. 62. D

A. Approve ** the Minutes of the Regular and Closed Session City Council meetings held
November 8, 2006 and Regular meeting held November 29, 2006.

3. LIST OF DEMANDS (File No. 0300-30) D
A. * Ratify the List of Demands dated List of Demands - 12/09/06 Through 12/22/2006.

4. STATUS REPORT ON MAJOR FY 2006/07 CAPITAL IMPROVEMENT PROJECTS (File No.
0800-80)

A. Receive report.

5. RE-APPROPRIATE $50,000 INTO BUDGET UNIT 244-9356-6510-6530 FOR THE LOMAS
SANTA FE AT I-5 INTERCHANGE DESIGN. (File No. 0830-30)

A. *** Adopt Resolution 2007-012 4.6.6.6.6.6.6.6.6.6.0.6.0.6

1. Appropriate $50,000 from Undesignated Reserves 244-3200 into Budget Unit
244-9356-6510-6530.

2. Authorize the City Treasurer to amend the Fiscal Year 2006/2007 Budget accordingly.

6. AREQUEST FOR A DEVELOPMENT REVIEW PERMIT AND STRUCTURE DEVELOPMENT

¢ Updated 8/18/14 11:46 AM &
i \ E El @
Agendas Bookmarks Notes Videos Ideas Settings

1. Verify the agenda item is timestamped.

2. The New Motion Item fields are displayed when a motion is made. The mover and seconder will display the
name of whoever made and seconded the motion from their iPads.
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M Moticn fem

ction:

| apgraee

Histion beat:

This is & moticn Lo appecve thes aginda item,

Record Unasemous Yea Vole

3. Select the Action from the drop-down menus available. You can enter the first few letters of the person’s name
or the action to narrow down the list. Once you have one person or action, tab to the next field.

Enter the text of the motion in the Motion Text field.
5. Click Record to save the motion to the minutes.

Click Start Voting to open the voting panel in iLegislate. Council members see the motion action (not the full
motion text), the Mover, the Seconder, and are given the option to vote Yes, No, or Abstain.

Iteen

5.1 Report of Claims and Bills approved for payment
and appropriation transfers for the period October
27, 2011 through November 9, 2011,

7. After all voting members have had the chance to cast their votes, click Stop Voting to end the vote.
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WVeting Hembers

Mr. Smith F r
Mrs. Barber rrrr v
Ms. Zakdo F O r-Or r
Mr. Beckett Fororo o |
Maryor Theroux F rrr r

=l

Wobe Passage:
& Majority © Fall © Pass

cancel | Reser  M5nart vesing [ 51ee veting | Record l

8. Click Record to save the results of the vote. If the vote passed, the Vote Result will appear green. If it failed, it
will appear red.

Step 12: Finalize the meeting
1. Click Stop. The following message is displayed.

& Finalize Meeting(s)

Would you like to finalize all meetings?

Minstes and video for each meeting will be uploaded
to MediaManager.

Finalize | cancel |

2. Click Finalize. The meeting data will be available in MediaManager after it finishes uploading.
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