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LiveManager User Guide

LiveManager is the application used during the meeting. In LiveManager you can record and broadcast
an event; timestamp items; and record notes, motions, and votes.

Start Here This section provides an overview of the Admin tab, and includes the
following sections:

What is LiveManager?
Launching LiveManager for the First Time
LiveManager HotKey Combinations
Preparing for a Meeting This section discusses how to set up LiveManager in preparation for a
meeting. It includes the following topics:
Loading a Meeting
Removing a Meeting
Adding Attendees
Adding Speakers
Adding a New Agenda Item
Editing Agenda Items
Deleting Agenda Items
Searching for Agenda Items
Running a Meeting This section discusses running a meeting in LiveManager. It includes
the following topics:
Starting, Pausing, Extending, and Stopping a Meeting
Uploading a Meeting

Switching Meetings
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Taking Roll Call

Calling a Speaker

Creating New Agenda Items

Recording Notes

Recording an Agenda Item

Creating a Motion

Taking a Vote

Combining the Motion and Vote Workflows
Finalizing a Meeting

Working with Consent Agenda Items

This section discusses the Setup menu. It includes the following topics:
Setup Menu Features
Changing Meeting Servers

Changing Configuration Profile

Download a PDF of the LiveManager User Guide
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Start Here

Overview

This section includes best practices for this user guide, the MediaManager interface, and general
workflows.

How to Use This Guide

Congratulations on your new Granicus solution! Before you get started, take a moment to review the
guide and look for the following things:

Tips for Success

These tips are a collection of best practices and shortcuts for your Granicus solution. These tips,
though not mandatory, help you use your Granicus solution as efficiently as possible.

Notes and Warnings

Additional information is found in the form of Notes and Warnings. These callouts contain important
information you should know in regards to your solution.

References

Your user guide contains reference materials such as images, tables, and a glossary. Please study
these reference materials to enhance your knowledge of your Granicus solution.

Content

The steps within this guide explain how to use your solution the way it was designed. However, your
solution’s interface or functionality may differ depending on your version of software or user guide.

Complete the tasks in this guide from beginning to end as they are written. Only follow any work-
arounds as they have been assigned to you by Granicus staff.

Take the time to explore this user guide and your Granicus solution. The more you practice with your
solution, the more efficient you'll become!

Copyright 2017 Granicus, Inc. All rights reserved.


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

@ G -R A N I C U S LiveManager User Guide

What is LiveManager?

LiveManager is the application used during the meeting. The LiveManager application allows for full event
control with the ability to start, stop, pause, and live index and annotate events. The application syncs
with MediaManager software to share meeting metadata, allowing the client to edit their meeting
recording in sync with their meeting documentation.

System Prerequisites

LiveManager will run on a variety of common workstations. Before getting started, please ensure that
your computer has already been set up with the hardware and software outlined below.

Computer Requirements

Installation of LiveManager requires a Windows based PC with network connectivity to the Granicus
Encoding Appliance.

e Pentium 4 or Newer

e 2GB RAM

e 20GB free Hard Drive space

e Windows 8 (32-bit or 64-bit)

e Ethernet Port for LAN Connectivity

e Internet Explorer 8 or higher set as the
default web browser

PC Recommendations

) e Microsoft .NET Framework 4.0
Installed Windows Components

e Office 2003 or newer (full apps or
viewers required for document reading)

Installed Software e Adobe Reader 10 or newer (for
document reading)

Network Requirements

The following table describes the network ports, connection direction, and communication protocols
used by LiveManager. If the direction of the connection is outbound, the port indicates the port
number of the application’s remote host connection. If the direction of the connection is inbound, port
indicates the port number of the application’s local host listening for incoming connections.

e 207.7.154.0/24
Granicus IP Address Ranges e 209.237.241.0/24
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Outbound TCP Port 80, 85, 6969, & e To the Granicus Encoding Appliance for
8080 Y ' client application connectivity

e To Granicus for access to Granicus

Outbound TCP Port 80 & 443 Platform
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Launching LiveManager 3.6 for the First Time

Complete the following steps to launch LiveManager 3.6 and set up a shortcut on your desktop:
1. Open Internet Explorer 8 (or higher).

2. Enter the URL that you receive from your Account Manager into the address bar. Your LiveManager
URL is http:// <the Encoder’s internal IP address> :85/LiveManager. You can receive more
information on your LiveManager URL from your Account Manager.

3. Click Options on the LiveManager 3.6 Launch Page.
4. Click Create Desktop Icon after the LiveManager Configuration Editor opens.

5. Close the LiveManager Configuration Editor.
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LiveManager Keyboard Shortcuts

Use the following key combinations or shortcuts to quickly accomplish common tasks in LiveManager:

Key Combination Description

Ctrl + A Adds a new agenda item

Ctrl + C Copy

Ctrl+ D Delete

Ctrl+ E Extends the meeting by 30 minutes

Ctrl+ M Starts a new motion

Ctrl + N Moves the cursor into the Quick Note field

Ctrl +R Starts a new roll call

Ctrl + S Save (this only works if the Save button in the field is already active)
Ctrl+V Paste

Ctrl+Y Starts a new vote

Ctrl + Spacebar Text Expansion (enter the abbreviation followed by the hotkey combination)
Tab Toggles between text fields and buttons sequentially

Shift + Tab Toggles between text fields and buttons in reverse order
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Preparing for a Meeting

Before you run your meeting, you'll need to prepare for it. The topics below discuss how to set up
LiveManager in preparation for a meeting. You'll need to load a meeting, add attendees and speakers,
and add or edit agenda items if necessary.
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Loading a Meeting

Complete the following steps to load a meeting from the LiveManager interface:

1. Click Load Meeting (this is also known as the golden folder button). The Load Meeting menu
appears. (Figure 1)

& Granicus LiveManager

J Meeting Mo Agenda Loaded Time Remaini

ﬁ; |

Load Meeting Start Pause Extend Stop Upload

Adﬂ!enda

Figure 1 Load Meeting Button

2. Select a meeting from the list available. It becomes highlighted and appears in the Selected event

to load field.

Load Meeting

Run a meeting using one of the events listed below.

Meeting Name Start Time | -

City Council on 2013-07-23 7:00 PM 77232013 5:00:00 PM

City Council on 2013-08-08 7:00 PM - *** nv auto export.. 8/8/2013 5:00:00 PM
Engineering & Transportation on 2013-07-16

QA_Auto Edit PPs Detached_Ssffr 8/12/2013 9:55:00 AM
QA_Auto Edit PPs Detached_5sfir 7/29/2013 9:55:00 AM
QA_Auto Edit PPs Detached_5sffr_orphan

[
NA Autn DubhDnints Sarias umyls RPN Q-AT-00 AM ﬂ
Selected event to load:
]Cl'hl' Council on 2013-07-23 7:00 PM

toad | cancel |

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. The meeting agenda loads in the Agenda panel.
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Removing a Meeting You Loaded by Mistake

If you accidentally load a meeting you don't want to run, you can remove it from the list of loaded
meetings.

1. Select the drop-down menu with the list of loaded meetings.
2. Select the meeting you want to remove.

3. Click the red circle to delete the meeting from the drop-down menu.

Hesling Apbnds Losded  Thmes Rmalning: 08 200:80
I ;" P v . ﬁ
Logsd Mawting | Siat T
tity Eounel
Agenda | e it

Deleting a Meeting
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Adding Attendees

Note: The add attendees feature is only supported for Meeting Efficiency clients. If you'd like to upgrade
or learn more about this feature, please contact your Account Manager.

If you need to add additional meeting members who were not added to the attendee list in
MediaManager, complete the following steps:

1. Click the Attendees tab in the center panel.

Attendees

T e[ Ve | e o H
e Pauline Russo Cutter v [l
e Darius Tajanko v [l
e Jon Johansen v [l
e Privanka Handa ™2 r
e Nelson Lam ™2 r
e Diana M. Souza ™2 r
(-] Stephen H. Cassidy ™2 [l
(-] Ken Slattery ™2 [l

=l

u Add Attendee |

2. To add an attendee, select a name from the Enter attendee name to add drop-down menu, then
click Add Attendee.

Copyright 2017 Granicus, Inc. All rights reserved.

11


https://help.granicus.com/
https://help.granicus.com/
mailto:accountmanagers@Granicus.com
https://help.granicus.com/@api/deki/files/2164/attendeeslist.png?revision=2

LiveManager User Guide

I ter atts yme to 3 ‘;| Add Attendee

Lyzanne Alfonso ;I
Marian Handa

Marilyn Cumbie

Mary Ann Perini

Mary Foster |
Maureen O'Callaghan

Michas=l 1. Gregory

Micki Cronin

Mike Bakaldin

Matalya Varshavskaya [ |

3. Select the Voting checkbox for the new attendee if he or she is voting during this meeting, and
make sure this checkbox is selected for each voting member.

4. Select the Meeting Chair checkbox for the appropriate meeting member.

5. If necessary, click

-
to remove an attendee from a meeting.
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Adding Speakers

Note: Adding speakers is only supported for Meeting Efficiency clients. If you'd like more information or
a demo, please contact your Account Manager.

You can add speakers before or during a meeting.
1. Select the agenda item (by clicking it once) to which you want to add a speaker or speakers.

2. Click the Speakers tab. The Speakers panel is displayed.

Current Speaker:

Clear speaker

Speaker Timer:

Requests to speak:

R Speaker Name Speaker Type e -

=

Add Speaker Delete All Speakers |

3. Click Add Speaker. The Add Speakers dialog is displayed.
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& Add Speakers

Add Speakers

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

Speaker Name Speaker Type | Duration | Remove ]
Ken Slattery | 7| | Public Lnj (00 L7 e |
Add Additional Speaker oK I Cancel

4. In the Speaker Name field, enter the name of a new speaker, or select an existing name from the
drop-down menu. If a name has already been entered in the system, the name will auto-complete.

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

6. 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.

7. 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.

8. Click OK when you have finished adding speakers.

Speakers

Current Speaker:

Clear speaker

Speaker Timer:

Requests to speak:

e Speaker Name Speaker Type B -

Public

Call Ken Slattery

call Matalya Varshavskaya Public

-

Add Speaker Delete All Speakers |
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Adding a New Agenda Item Before or During
the Meeting

You can add new agenda items before or during the meeting. However, this is a rare occurrence.
Complete the following steps:

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.

New Agenda ltem

Agenda Item Text:

Public Chat with the Mayor

Department:

I Mayor's Office

Suggested Action:

Record To

2. In the Agenda Item Text field, enter the title of the agenda item.

3. (Optional) In the Department field, enter the name of the department associated with the agenda
item.

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

5. Click Save.

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

Copyright 2017 Granicus, Inc. All rights reserved.
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Notes:

You can edit existing agenda items before the meeting. Select the agenda item you want to edit from
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.

Copyright 2017 Granicus, Inc. All rights reserved.
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Editing Agenda Items

You can only edit existing agenda items before the meeting begins. It's possible to add new agenda items in

LiveManager before the meeting is started but this is a rare occurrence.

1. Select an agenda item from the Agenda pane.
2. Click in the Agenda Item Text field and edit the available text.

3. Click Save, or press Ctrl + S. If no changes have been made to the agenda item, the Save button will be

disabled.

Q F. CONSENT CALENMDAR... |Ba=R10CT00

Agenda Item Text:

F. CONSENT CALENDAR - 8:30pm™ Any item may be removed from the Consent
Calendar by a member of the City Council or by a person in attendance, with
the concurrence of the City Council. MOTION TO APPROVE CONSENT AGENDA:
"I move the adoption of the Consent Agenda, as follows" Minutes

Approved as recommended

Department:

Suggested Action:

. o dnle Bk
Editing an Agenda Item

Copyright 2017 Granicus, Inc. All rights reserved.
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Deleting an Item from the Agenda or Minutes

Panes

There are multiple ways to delete agenda items. Complete the following steps to erase an item from the

Agenda or Minutes panels:

1. Select the item you wish to delete.

2. Press Ctrl + D, or right-click the item and select Delete from the context menu. The Delete Item

dialog opens, asking if you are sure you'd like to delete the item.

3. Click Delete.

Agenda Item

Motion

L. Historic Landmarks C... [B=EE

Agenda Item Text:

L. Historic Landmarks Committee - Chair Kathleen Stanton
Liaison: Mike Mullen

Delete item from the Agenda?
This item will be permanently removed.

| Delete |

Suggeste:

B Delete Item B2

Cancel

Deleting an Agenda Item

Copyright 2017 Granicus, Inc. All rights reserved.
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Searching for Agenda Items

You can search your agenda to help you quickly find specific agenda items.

1. Click the Search Icon

at the top of the agenda. The search bar will open.

2. Enter text in the Search bar. The agenda will automatically update to show only agenda items
containing the search terms you enter.

= > S

Load Meeting Start Pause Extend Stop

E [ F. CONSENT CALENDAR - 8:30pm™ Any iterm may...

= _r: 1. Consideration of the Minutes of the adjourn...

Searching an Agenda

3. Click the X on the right-hand side of the search textbox to clear the search results and return to the full
agenda.
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Starting and Running a Meeting

After you've prepared for your meeting, click Start to begin.

‘ Meeting Agenda Loaded Time |
Load Meeting Start Pause Stop

This section discusses running a meeting in LiveManager. You can timestamp agenda items, take roll
call, call speakers, create motions and record votes, record notes, pause, extend, and stop the meeting,
and finalize the meeting.
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Pausing, Extending, and Stopping the Meeting

Note: During the meeting, use the following buttons as necessary:

e Click Pause

Pause

to pause the meeting (if it goes into recess). You will need to click

g

Start

to resume the meeting when it reconvenes.

Warning! If you pause your meeting while it is broadcasting live the meeting will continue to
stream. Be sure to turn off cameras and microphones during this period.

e Click Extend

&

Extend
or Ctrl + E to extend the meeting time by 30 minutes. When the timer is about to run out, you will
receive a notification asking if you'd like to extend the meeting.

e Click Stop
L

Stop

to finalize meeting details and end the meeting.

Warning! Only use the Stop button when you are absolutely sure the meeting is over. You cannot
restart the meeting after the Stop button is selected.

Copyright 2017 Granicus, Inc. All rights reserved. )y


https://help.granicus.com/
https://help.granicus.com/
https://help.granicus.com/@api/deki/files/361/Pause.jpg?revision=1
https://help.granicus.com/@api/deki/files/360/Start.jpg?revision=1
https://help.granicus.com/@api/deki/files/362/Extend.jpg?revision=1
https://help.granicus.com/@api/deki/files/363/Stop.jpg?revision=1

@ G -R A N I C U S LiveManager User Guide

Uploading a Meeting

When you stop your meeting, the Minutes may automatically upload to MediaManager, creating a new
archive, depending on your LiveManager profile. Please see the LiveManager Configuration Guide for
instructions on changing this setting. If they do not automatically upload, complete the following steps:

1. Click Upload. The Finalize Meeting(s) dialog appears.

—‘ Stopped Time Remaining: 00:00:00

@

=l City Council or
Start Palse Extend Stop Upload

Selected ltem

Upload button

2. Click Finalize. This will create a new archive using your meeting metadata.
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Switching Meetings

To switch between loaded meetings in LiveManager, just select the meeting from the menu available.

i | Pleasantville City Council ol [ 1 =
Stop

City Council on 2012-10-05 7:00 PM

Pleasantville City Council | f—

About Switching Meetings

When you load two (or more) meetings in LiveManager, Meeting A will pause if you switch to Meeting B,
and then Meeting B will pause if you switch back to meeting A.

However, a meeting doesn't "pause" like when you might press the Pause button; what technically
happens is the encoder records one video, then in post-processing it splits up the video segments and
matches them to the archives accordingly. Two archives will be created, and the archive duration will
reflect the total length of time the agenda was active in LiveManager; so if you run Meeting A for an
hour, then Meeting B for an hour, and then Meeting A for another hour, the duration of each archive
would be: Meeting A - 2 hrs, Meeting B - 1 hr.

You can switch back and forth as many times as you want, LiveManager will always match the video to
the proper agendas/archives.
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Taking Roll Call

The roll call feature is for Meeting Efficiency clients only. If you'd like more information, or to see a demo, please
contact your Account Manager.

You must take Roll Call before you can use the Record Unanimous Yea Vote button.
1. Click Roll Call, or press Ctrl + R.
2. Select the Present, Absent, or Excused option for each meeting member.

3. Click Record when you are finished.

New Roll Call

Roll Call: 3 members Present, 0 members Absent, 1 members Excused.

[ Attendee | Present | Absent | Excused [J&
O r

Marcus Aurelius
Julius Caesar
Constantine
Augustus Octavian

Taking Roll Call

Copyright 2017 Granicus, Inc. All rights reserved.
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Calling a Speaker

When it is time to call a speaker, complete the following steps:

1. Select the agenda item to which the speaker was assigned (see Adding Speakers for more
information about how to assign a speaker).

2. Click the Speakers tab.

3. Click Call next to the speaker's name.

=8| Speakers 7 dees M

Current Speaker: E

Clear speakerl

|
|
Start |

Reguests to speak:
[ Speaker Name Speaker Type -
Councilmember McFarland Public (-]

I

[ | [P S SN

Speaker Timer: |

Add Speaker Delete All SpeakersAi

The Speakers Tab

4. Designate an amount of time for the speaker. You can add additional time to the speaker timer by
clicking +0:30.

5. Click Start. The speaker timer begins.
6. Click Stop when the speaker is finished speaking.

7. Click Clear Speaker to remove all speaker information.
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Speakers

Current Speaker:

|C0uncilmember McFarland ‘ Clear speakerl

Speaker Timer: |0l}:l}2:23

|
‘ Start |

The Speaker Timer

Note: The speaker timer will flash yellow when there are 30 seconds remaining, and red when there are
5 seconds remaining.

Note: The Quick Note field can be customized to auto-generate text when a speaker is called.

Copyright 2017 Granicus, Inc. All rights reserved.

26



@ G -R A N I C U S LiveManager User Guide

Recording Notes

After selecting the agenda item on which you'd like to leave a note, complete the following steps:
1. Click in the Quick Note field, or click Note, or press Ctrl + N.

2. Enter the text of the note in the Note, Editor Note, or Quick Note field. Editor Notes are for internal
viewing only, and will never be visible outside your organization.

3. Click Record or press Tab + Enter.

You can select previously recorded notes to edit them.

Copyright 2017 Granicus, Inc. All rights reserved.
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Timestamping an Agenda Item

Select an agenda item from the left Agenda panel, and either double-click the item or click Record in the middle of
the screen. The item is timestamped in the Minutes panel.

Note: Timestamping an item twice will create a second instance of that item. The second timestamp will
not contain any child items.

1. Select an item from the agenda.

2. Double-click the agenda item, or click Record, to record the item in the Minutes pane.

|£] 1. Call to Order](7:50:27 AM)

5 2- iong. (7:50:38 AM
g ( )

Roll Call: 5 members Present, 0 me... (7:50:45 AM)

Timestamped Agenda Items in the Minutes Pane
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Creating a Motion

Motions are only supported for Meeting Efficiency clients. If you'd like a more information or a demo,
please contact your Account Manager.

If you have the combined Motion/Vote Workflow enabled, the process you use will be different. See
Combining the Motion and Vote Workflows for more details.

1. Timestamp the agenda item on which you'd like to record a motion. You can do this by double-
clicking the item.

2. Click Motion or press Ctrl + M.
3. Select the Mover, Seconder, and Action from the drop-down menus available.
4. Enter the Motion Text.

5. Click Record or press Ctrl + S. This saves the motion to the minutes and automatically opens the
voting screen.

Time Remaining: 00:45:27

B |
- | Pleasantville City Council | "| [ = | @ m G [ |

Stop ' Agenda Item | Motion \ote Note Rt
= otio = g
=
Mover: L
=B
|Cnuncilmember McFarland j
embers absent... &4
. . Seconder:
sion/Committe... J ™
Vice Mayor Pocho W .
nittee - Steve... I i . 2 B
e - Chair: Stev... b =L E
:e - Chair: Kris... |apprnve j
rew Kulchin Motion text: =
2 - Chair: Bob... Motion to amend the current language of HB2015] E
jht Committee... =
iission - Chair:... F
tee - Chair: Me... E
porations - Ch... E
Cancel | Reset §l Start Motion | Stop Motion § Record i3
- Chair: Russe...
Record Unanimous Yea Vote =l
- Chair Kathlee...

Ouick Notea =

Creating a Motion
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Click Record Unanimous Yea Vote to instantly record both the motion and yea vote.

Click Start Motion to start the motion in VoteCast.

Copyright 2017 Granicus, Inc. All rights reserved.

30



@ G -R A N I C U S LiveManager User Guide

Taking a Vote

The Vote feature is only supported for Meeting Efficiency clients.

Generally, the Voting menu will open automatically after you record a motion. If it is not configured for
this, click Vote or press Ctrl + Y to start the vote.

1. Select the appropriate voting result checkbox for each member (e.g., Yea, Nay, Recuse, Abstain,
etc.).

2. Select the appropriate Vote Passage option (e.g., Majority, Fail, Pass). If the vote passed, the Vote
Result will appear green. If it failed, it will appear red.

3. Click Record or press Ctrl + S to save the results of the vote.

Vote to approve motion._

Vote to approve motion to increase the budget

I_I

Mayor Sookochoff

Vice Mayor Pochop
Councilmember Baddley
Councilmember McFarland
Councilmember Williams

XX

Vote Result:

Motion passed (Yea 5 - Nay 0)

Vote Passage:

& Majority © Fail  Pass

[# Recorded: 3/19/2013 0:05:32 AM

Passing Vote

Click Reset to clear the Voting menu.
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Combining the Motion and Vote Workflows

Combining the Motion and Vote workflows allows you to record motions and their respective votes at the
same time and on the same screen. You can enable this option in LiveManager configuration, or choose
to use the old, separate motion and vote workflows.

Note: Combining the Motion and Vote workflows is not compatible with VoteCast.

1.

Select the agenda item.

Click Motion.

Click in the Move column to select the mover.

Click in the Second column to select the seconder.

Click in the appropriate columns to record votes for each voting member shown.
Enter the Motion Text.

Click Record to record the motion and the vote or click Record Motion Only to record the motion
but not the vote. The Record Motion Only button allows you to record multiple motions before you
record the vote.

Confirm the vote result. It will be green if the vote passed, and red if the vote failed.
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Julirs Caesar
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Cctavian
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cancel [rucerd Motion Orty [ Recerd|

The Combined Motion-Vote Workflow
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Block Voting in LiveManager

The Block Voting feature enables you to apply the same motion and vote to a number of items all at once. In addition,
you can store up to 2 motions/votes on the Minutes panel in order to apply them to subsequent blocks of agenda items.

Notes:

» This feature is not currently compatible with VoteCast or iLegislate voting, so it will not be available for voting
system clients.

» We'll support this feature for Legistar clients in a future release.

1. During the meeting, in the Agendas panel, right-click either a parent item with children, or a child item itself, and
then select Start Block Vote.

Agenda Q| F. CONSENT CALENDAR
L TELEPHONE CALL-IN (555.285.1020) (.. - B Wa F Al (2:09:09 PM
. Agenda Item Text: T
2. AUDIENCE COMMENTS. Any person wis... & oli: 9 members Prasent (2:00:12 PM
a. REPORT FROM THE CITY MANAGER F. CONSENT CALENDAR - 8:30pm™ 8 @s PRESENTATION pm* (2:00:15 PM
5 4.

O ADLCORRTIES ™ 1. RECOGNITION OF RETIRING ARCHITECTURA...

= - g ¥ 2. "MEET THE STAFF" - Information Technology...
1. AN APPEAL OF THE PLANNING COMMIS... = A MMUNICATION: (2:09:16 PM
E 2. APPEAL OF THE RESOLUTION OF THE P.. E1 TELEPHONE CALL-IN (555.285.1020) (..
3. APPEAL OF THE RESOLUTION OF THE PLANNL... g 2, AUDIENCE COMMENTS. Any person wi.
=] NTINUED AN EW INE ¥ 3 REPORT FROM THE CITY MANAGER
= 1. BOARD OF EQUALIZATION HEARING ON... ™4 CITY COUNCILMEMBER AND COMMITT....
2. RESOLUTION OF THE COUNCIL OF THE... =] BLIC HEARIN S0 (2:00:17 PM
3. RESOLUTION OF THE COUNCIL OF THE... LEN AN APPEAL OF THE PLANNING COMMIS...
2 4. RESOLUTION OF THE COUNCIL OF THE... EFA APPEAL OF THE RESOLUTION OF THE P...
I = W F. CONSENT CALEMDA Add Agenda frem " 3. APPEAL OF THE RESOLUTION OF THE PLANN...
1. Consideration of | Delete B e NTINUED AND NEW E In (2:09:18 PM
2. REVIEW OF BUD{ Staet Block Vote EE! BOARD OF EQUALIZATION HEARING O...
3. REVIEW OF BUDGETED DEMANDS PAID, rome iz RESOLUTION OF THE COUNCIL OF THE...
4. PAYROLL DISBURSEMENT REPORT, report da... 3 RESOLUTION OF THE COUNCIL OF THE.

* 5. AMENDING SECTIONS 2-2-105 AND 10-3-44..
Te. REAPPOINTING FOUR MEMBERS...
APPROPRIATING FUNDS IN THE AMOUN...
AN AGREEMENT WITH ROBERT S, REDF...
AWARDING A CONTRACT TO YOUNG EL..

"10a. AN AGREEMENT WITH REF CONSULT...

4. RESOLUTION OF THE COUNCIL OF THE...
=] F. CONSENT CALENDAR - 8:30pm™ (2:00:20 PM
" 1. Consideration of the Minutes of the adjourne...
| 2. REVIEW OF BUDGETED DEMANDS PAID, rep...
" 3. REVIEW OF BUDGETED DEMANDS PAID, rep...

" 4. PAYROLL DISBURSEMENT REPORT, report d...

e & N

T aAD AN ASDECMEMT WITU DOE FAMCHE T

Note: The Start Block Vote option will be disabled in the right-click menu when you click on a parent item with no
children.
2. The Block Voting modal opens. The list is of items to vote on is populated from all the child items of a parent
item. The Motion interface indicates that it is a block motion/vote and will apply the same motion action to all items

designated as part of the block motion/vote. If you don't want to include items in the block vote, you can deselect
them.
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F. CONSENT CALENDAR - 8:30pm*

. REVIEW OF BUDGETED DEMANDS PAID, report dated July 14-20, 2006.

Maowver:
| Ken Slaktery | ll]
Seconder:
I_m Forsman Iﬂ
Action:
2opeove L
Block Items
Uncheck an item to remowve it from the block vote.

. Consideration of the Minutes of the adjourned regular meeting of June 12, 2004,

. REVIEW OF BUDGETED DEMANDS PAID, report dated July 5-12, 2006. '

. AMENDING SECTIONS 2-2-103 AND 10-3-4404 OF THE SMALLVILLE'S MUNICIP.

0EEEE=E

REAPPOINTING

1

2

3

4. PAYROLL DISBURSEMENT REPORT, report dated August 1, 2006.

]

6 FOUR MEMBERS TO THE DESIGN REVIEW COMMIS
7

. APPROPRIATING FUNDS IN THE AMOUNT OF $15,526.05 FOR THE DARE P._
| Comment: Appropriates funds from bwo DARE acoownts (one account was establi.
sl B. AM AGREEMENT WITH ROBERT S. REDFDORD FOR THE DONATION OF ST...
Comment: Donation of stock to be utilized to fund the re-creation of the historic

=

9. AWARDING A CONTRACT TO YOUNG ELECTRIC SIGN COMPANY FOR SIGN...

[ cancel || wote || Unanimous vea Vote

LiveManager User Guide

3. Click Unanimous Yea Vote, or click Vote to view the voting member list if members are voting individually, and

click Record.

Note: The Unanimous Yea Vote button is only available if you've recorded a roll call.

F. CONSENT CALENDAR - 8:30pm*

lMﬂf‘WE

Mowver:
| Ken Slattery [H|
Seconder:
I_Arsa Forsman lil
Action:
1*

i
=l
1]
2

vioting Members

Pauline Russo Cutter i B B & B
|I Darius Tajanko Fi B 4l A [
Jon Johansen o ] 4l 1] 4
Asa Forsman o B 4l 4} 4}
Privanka Handa 7] B 4] ] H
Nelson Lam o B H i B
Diana M. Souza i | 4l 1] ]
Stephen H. Cassidy Fi B B ] ]
Ken Slattery o B il [ [
| |
| Cancel | | BlockItems | |  Record | | Unanimous Yea Vote

J

4. When recorded, the motion/vote will only show on the first item. However, editing this motion/vote will affect all

items to which the block vote was applied.
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Meeting Running Time Remaining: 03:57:49 Council Chambers Setup  Help
=
t': ii @ . | €itv Council 7:00 PM “MMc -] @ [+ hm[i n 4
Load Meeting tart Pause  Extend | Stop Agenda Item | Motion te Roll Call | Note

Vote to Appn
1 TELEPHONE CALL-IN (555.285.1020) (.. - B Ba 2 (2:09:09 PM) *
2 AUDIENGE COMMENTS. Any person wis... r.m?z.wmﬁ.e 1. Consideration of the Minutes of the adjourned regular meeting of . o ‘e
3. REPORT FROM THE CITY MANAGER ™ Voting Hembers ——Vea | “Hay | Absent | Recuse | abstain ([l [ETS PRESENTATIONS - 7:30pm*  (2:09:15 PM)
"4, CITY COUNCILMEMBER AND COMMITTE... Povline Fumeo Cutter a " 1. RECOGNITION OF RETIRING ARCHITECTURA.
g - Darius Tajanko 1 :
Jon Johansen i 1 (] 1 I 2. "MEET THE STAFF” - Information Technology..
" AN APPEAL OF THE PLANNING COMMIS... Asa Forsman [ a . e [2:00:16 BM)
- Privanka Handa [ -
; 2, APPEAL OF THE RESOLUTION OF THE P... Nelson Lam EEN TELEPHOME CALL-IN (555.285.1020) (..
3. APPEAL OF THE RESOLUTION OF THE PLANNL. Diana M. Souza e AUDIENCE COMMENTS. Any person wi..
=] JEW I Stephen H. Cassidy o3 REPORT FROM THE CITY MANAGER
- Ken Slattery i
1. BOARD OF EQUALIZATION HEARING ON... 34, CITY COUNCILMEMBER AND COMMITT...
f 2. RESOLUTION OF THE COUNCIL OF THE... B HEARIN (2:00:17 PM)
3. RESOLUTION OF THE COUNCIL OF THE... ty. AN APPEAL OF THE PLANNING COMMIS..
4, RESOLUTION OF THE COUNCIL OF THE... 8 2. APPEAL OF THE RESOLUTION OF THE P.. )
8 3. APPEAL OF THE RESOLUTION OF THE PLANN...
1. Consideration of the Minutes of the adjourne... = B NTIN ND NEV 1N (2:09:18 PM)
E A1 BOARD OF EQUALIZATION HEARING O...
2. RESOLUTION OF THE COUNCIL OF THE...
Yea 9 - Nay 0) D3, RESOLUTION OF THE COUNCIL OF THE...
NDIN ' ANI v Vote Passage: T4, RESOLUTION OF THE COUNCIL OF THE...
6. REAPPOINTING FOUR MEMBERS... @ Majority Fail Pass =] (2:09:20 PM)
7 APPROPRIATING FUNDS IN THE AMOUN... B [M 1. Consideration of the Minutes of... (2:10:57 PM)

38, AN AGREEMENT WITH ROBERT 5. REDF... (2:10:57 PM)

(2:10:57 PM)
(2:10:57 PM)
(2:10:57 PM)

3 6. REAPPOINTING FOUR MEMBER...
APPROPRIATING FUNDS IN THE AMOU...
" 8. AN AGREEMENT WITH ROBERT 5. RED...

- Cancel

= AWARDING A TR (2:10:57 PM)

5. After you finalize the meeting: In MediaManager, you will see a motion/vote under each agenda item that was part
of the block vote.

e | - |

Basic Agenda Minutes Captions Comments Trimming Publishing Download Finished

@ Help Me With Minutes

‘ Minutes Documents for City Council 7:00 PM *MMc [ New | [ Edit | [ Copy | [ Publish | [ Defautt | [ Delete | ‘
Name Published Default
| Agendaitem || Document || Note || Rolican || motion | [ vote | [ Delete item | Load Agenda Text File

D.  PUBLIC HEARING - 7:50pm* (Activated at 00:00:18)
E. CONTINUED AND NEW BUSINESS - 8:00pm* (Activated at 00:00:19)
[E] F. CONSENT CALENDAR - 8:30pm* (Activated at 00:00:20)
B 1. Consideration of the Minutes of the adjourned regular meeting of June 12, 2006. (Activated at 00:01:58)
[ Metion to Approve 1. Consideration of the Minutes of the adjourned regular meeting of June 12, 2006. Moved by Ken Slattery, seconded by Asa Forsman. (Activated at 00:01:58)
« Vote to Approve 1. Consideration of the Minutes of the adjourned regular meeting of June 12, 2006. (Activated at 00:01:57)
[ 2. REVIEW OF BUDGETED DEMANDS PAID, report dated July 5-12, 2006. (Activated at 00:01:58)
[ Motion to Approve 2. REVIEW OF BUDGETED DEMANDS PAID, report dated July 5-12, 2006. Moved by Ken Slattery, seconded by Asa Forsman. (Activated at 00:01:58)
«” Vote to Approve 2. REVIEW OF BUDGETED DEMANDS PAID, report dated July 5-12, 2006. (Activated at 00:01:58)
[F] 3. REVIEW OF BUDGETED DEMANDS PAID, report dated July 14-20, 2006. (Activated at 00:01:58)
[l Motion to Approve 3. REVIEW OF BUDGETED DEMANDS PAID, report dated July 14-20, 2006. Moved by Ken Slattery, seconded by Asa Forsman. (Activated at 00:01:58)
+” Vote to Approve 3. REVIEW OF BUDGETED DEMANDS PAID, report dated July 14-20, 2006. (Activated at 00:01:58)
[E] 4. PAYROLL DISBURSEMENT REPORT, report dated August 1, 2006. (Activated at 00:01:58)
[l Motion to Approve 4. PAYROLL DISBURSEMENT REPORT, report dated August 1, 2006. Moved by Ken Slattery, seconded by Asa Forsman. (Activated at 00:01:58)
+" Vote to Approve 4. PAYROLL DISBURSEMENT REPORT, report dated August 1, 2006. (Activated at 00:01:58)
[ 5. AMENDING SECTIONS 2-2-105 AND 10-3-4404 OF THE SMALLVILLE'S MUNICIPAL CODE REGARDING TERM OF APPOINTMENT TC CITY COMMISSIONS. For Adoption. (Activated at 00:01:58)
[ Motion to Approve 5. AMENDING SECTIONS 2-2-105 AND 10-3-4404 OF THE SMALLVILLE'S MUNICIPAL CODE REGARDING TERM OF APPOINTMENT TO CITY COMMISSIONS. For Adoption. Moved
by Ken Slattery, seconded by Asa Forsman. (Activated at 00:01:58)
+” Vote to Approve 5. AMENDING SECTIONS 2-2-105 AND 10-3-4404 OF THE SMALLVILLE'S MUNICIPAL CODE REGARDING TERM OF APPOINTMENT TO CITY COMMISSIONS. For Adoption. (Activated
at 00:01:58
[= 6. REAPP{JII‘ETING FOUR MEMBERS TO THE DESIGN REVIEW COMMISSION
[ 7. APPROPRIATING FUNDS IN THE AMOUNT OF $15,526.05 FOR THE DARE PROGRAM.
Comment: Appropriates funds from two DARE accounts (one account was established to accept voluntary citizen contributions to the DARE proaram; the second account was established pursuant to

Storing Motions/Votes

Use the right click menu on the Minutes panel to store 2 different motion/votes. You can apply either of the stored votes
on agenda items. Note this only works on the Minutes panel.

1. On the Minutes panel, right-click on the item and select Store as Vote 1.
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B [FiF. CONSENT CALENDAR - 8:30pm”™ (2:09:20 PM)
B [ 1. Consideration of the Minutes of.. (2:10:57 PM)
M Maotion to Approve 1. Considera.. {Z:IG:EI P‘H]

2:10:57 PM)

=5 peviel  Delee :10:57 BM)
@ 3. REVIE! FNSIE B Wl 1 :10:57 PM)
@ 4. pavrd Shore a5 Yote £ :10:57 PM)

2. To apply the stored vote to an item, right click on the item, and select Apply Vote 1.

_r'_:t_. 2 mm mms amms e 1w e - ¥ m]
Delete

: 57 PH]
Apply Vote 1

: 57 PM)

—— Seart Block Viote

" 1. Synopsis - TRAFFIC & PARKING COMMISSIO..
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Finalizing a Meeting

When you stop your meeting, the Minutes may automatically upload to MediaManager depending on your
LiveManager profile. Please see your LiveManager Configuration Guide for instructions on changing this
setting. If they do not automatically upload, complete the following steps:

1. Click Upload. A dialog opens and asks if you're sure you'd like to finalize the meeting and upload it
to MediaManager.

2. Click Finalize. The meeting data will be available in MediaManager after it finishes uploading.
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Working with Consent Agenda ltems

Note: Consent functionality is only available for Legislative Management users. If you do not have Legistar and are
interested in this functionality, please contact your Granicus Account Manager for more information.

Consent items on the agenda are indicated by a grey “C” icon in the Agenda panel.

E ¢ 11-990 Consent Item
7| Legislation Text

= @ 11-983 Consent Item
7| Legislation Text

= @ 11-982 Consent Item
7./ Legislation Text

H @ 11-981 Consent Item
7| Legislation Text

Right-click an agenda item and select Mark Consent Item to mark it as part of the Consent Agenda:

a Mark Consent Ttem

=RE! 11 Delete

You can also unmark an item to “pull” it from the Consent Agenda.

11-990 Cansent Item Unmark Consent Ttem

.| Legislation Text

Delate

The Consent button becomes enabled when Consent Agenda items are present and at least one of these
agenda items has been timestamped.
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Maotion Vote Consent | Roll Call

Clicking the Consent button opens the Consent Vote modal in LiveManager:

Motion to Approve the Consent Agenda *
Mover:
| Jon Johansen | “I
Seconder:
| Darius Tajanko | :I
Consent Items to Aprove
Uncheck an item to pull it from the consent agenda.
(W Comsentitem
F  11-990 Consent Item
¥ 11-983 Consent Item
11-982 Consent [tem
I 11-981 Consent Item

Cancel Unanimous Yea Vote

Note for VoteCast users: Clicking Consent also brings up the Consent Vote interface:

When you deselect a checkbox associated with an item to “pull” it from the Consent Agenda, the item
receives a strikethrough treatment in VoteCast.
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LS —

11-990 Consent ltem
11-983 Consent ltem
11-982 Consent ltem

11981 Concent tam

After you record the Consent Vote, a combined motion/vote item is recorded into the minutes. A green
“C"” icon indicates agenda items that were passed with this motion and vote.

= '€ 11-990 Consent Item
7./ Legislation Text

= & 11-983 Consent Item
7. Legislation Text

B & 11-982 Consent Item
7./ Legislation Text

= 3 11-981 Consent Item
.| Legislation Text
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Setup Menu Features

The setup menu allows you to change some configuration options without opening the Configuration
application. This section contains the following topics:

Changing Configuration Profiles

Changing Meeting Servers
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Changing Meeting Servers

You may need to access a different Meeting Server to see all your meetings. To change Meeting Servers,
complete the following steps:

1. Click Setup and select Change Meeting Server from the menu available.

Setup | Help

Change Meeting Servers .‘_

Manage Users

Change Configuration Profile
Change Meeting Servers

2. Click Close LiveManager to be returned to the Select a Meeting Server screen. LiveManager must close to
change Meeting Servers.

3. Select the new Meeting Server and click Open LiveManager.
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Changing Configuration Profile

The Change Configuration Profile option in the Setup menu changes the configuration profile used during
the meeting. In order to assign a configuration profile, a meeting must be loaded. After a profile is set to
an event, LiveManager will remember it for future meetings using the same event.

1. Click Setup and select Change Configuration Profile from the menu available.

Change Meeting Servers

Manage Users

all : = -
Change Configuration Profile "‘_

-

Change Configuration Profile

2. Select the profile you wish to use.

3. Click OK.
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