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e-Agenda Packet Builder: Version 2.0

Why automate your agenda packet/process?

o Standardize agenda items formats

e Streamline work flow from departments to web

e Reduce paper processing

e Provide more information to citizens

e Reduce photocopying costs

« Eliminate “panic” prior to agenda creation

o Export agenda to import into video indexer

o Create a single PDF file for print & digital archiving
o Automate minutes with links to archived video files

Whether it is to find ways of conserving staff time, printing costs or making government
decisions more transparent to its citizens, many municipalities are providing access to the
entire agenda and council packet of information on their websites.

To do so takes planning, and a simple, easy to understand procedure that departments can
follow to route their reports through the approvals process to the Town Clerk or City
Council staff responsible for creating the final agenda.

Virtual Town Hall is pleased to offer just such a service that not only is easy for
department staff to understand and use, but makes the resulting agenda on your website
easy to access and quick to download by the members of the Council and citizens alike.

New in Version 2.0

The e-Agenda Management application service from Virtual Town Hall now includes
multiple modules to meet a wider range of City needs AND the ability to easily produce a
single Adobe® Acrobat® PDF file of the agenda and all supporting documentation for
archiving and print.

4+ Agenda Builder
4+ Agenda Workflow
+ Agenda Export/Import to EarthChannel® ECi Video Indexer
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Agenda Builder
The Agenda Builder module is designed for municipalities with few departments and/or
those that simply wish to manage the entire agenda process in the Clerk's or Manager's
office. You will be able to easily create agenda items using a template customized to
your specifications, attach any supporting documentation directly to each agenda item,
and link each to your
Council agenda. The
resulting file will provide
easy access to everything
that is available to your
Council quickly and
easily.

Home = City Council Agendas * City Council Agenca 10/ 872009 * City Council Meeting 101872009
City Council Meeting 10/18/2009

Town Boards Printer-Friendly Version

Town Calendars

:
Important Links ITEM 1 Order to approve an amendment to the Retire

Owerlay District.
Contact Us Fresentation on the status of wark completed,
Subscribe to News Conservation Corp as part of a grant project
County Soil and Water District
Return to Home ) + Otiker 11l Agatds en 3
ITEM 3 Fresentation by the Harbormaster regarding b |
mooring application function. October 18 \gcn( a Item 3
Puinier Frisndy vergion
ITEM 4 Concept discussion ahout a parking ordinan
thatwould restrict parking on YWoodville Road Size: 27K Lt Upddaled 2009107
the Middle Schoal, hew Elementary School al
Superintendent's office Sibject; B3 oo "
ITEM 5 Order to support the Town Manager's decisio
staffing levels in the Police Denartmentwhich)
Sumenany: Bype of seraces provided by the onliee

o preveriabion wil be J\M:i:ile

Note: The service we are describing here
will work for small towns and larger cities
or counties. Throughout the documentation
we may refer to City and Council for the sake of simplicity. If your municipality is a
Town and you have a Board of Selectmen the process remains the same.

You may also use this process for other boards and committees where providing
additional documentation will bring benefit to both you and your citizens.

We also assume the user has a good working knowledge of most Virtual Town Hall
processes as some of the more basic concepts are not fully described in this document but
are included in other VTH documentation.
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User Instructions

Logging In

Log into your VTH Desktop by double clicking the FirstClass icon on your desktop.
Your UserlID should be the first initial of your first name plus your last name in lower
case letters. If you do not know your UserID or password contact VTH support.

VTH Desktop

Upon logging in you will be e
viewing your VTH desktop. It O 2B €0y

- - - ] Dessten OFies t9Fokiers Vitaaltomritind | Do Pty e L
should look similar to the image e : -

at right.

1. Double click on your City
Council Agendas folder to open

** City Council Agendas : VirtualTownHall

Pty Seturery Cueend_Commertstschives

File Edit Format Message Collaborate Wiew Help

REA

[ewy Mewy Folder
& Conference 1 File 11 Folders  VinualTosenHall : Doug Perry .
SR 0 o Name Subject for the upcoming agenda create
2 01052009 City Council Agenda 01082009 one by clicking on New Folder
2 02052009 City Council Agenda 02105009 icon and choose Standard Folder.
o 03042009 City Council Agends 03072009
o 04052009 City Council Agends 048952003 3. Select the new folder and choose
o 05092009 City Council Agenda 05/03/2009 File - Properties to give it a proper
e 06112009 City Council Agenda 06611 /2009 :
o 07162009 City Council Agenda 0762009 Name and Subject. See our
o 08152009 City Council Meeting 0541 5/2009 example at left. Do not use any
o 08132009 City Council Agenda 094 32009 special characters, such as
o 11162009 City Council Agenda 11162003 folder.

b | k4
=™ ) = Name Subject Close the City Council Agendas
- index City Council Agendas folder when complete.
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4. Double click on your e-Agenda  [FR=Eistiiees
Builder folder to open the folder. oG = % EE QT

Frd  Deeclry Who's Oniie ABach  Prataiancet
[] il Oesstn GFies ks Vetatomrtid gty ke ws

o Agenda Builder : YirtualTownHall \ZHEE| i Q LQ E’

File Edit Format Message Collsborate Wiew Help
Qs

LI S0

Mewy History  Summarize Find

\ %—f -t |
oz v tinctsgumme Ageren i Courca Mindss
@ Conference 11 Files 0 Folders  VirtualTownHall © Doug Perry Unilimitec @ # ﬁ‘_{? il
" " g 1 - -
o g
4 / -
hy frerreaatienes

e c. Posmrg Sterery Vewl_Commertstrctrres

= =i ontens Fages - ievste Cortert sty Satirery  Ourtownd Commenttarehoe:
Agenda fem L
i : “a 3 “Th
=™ i = Mame Subject Size Last Modified m = L\_:r —L*"
or index ~ Jcity Council Meeting 10482000 | sxforazo0n aem | B EISENE P vacnss St s et
| item1 October 18 Agenda ltem 1 322K 102272009 3:28 PM
Sm item2 October 13 Agenda tem 2 1.2M 10132009 10:36 AM
] item3 October 13 Agenda tem 3 31K 10/18/2009 10:36 AM
» sei item4 October 18 Agenda ltem 4 211K 10182009 10:36 AM
Sm item5 October 13 Agenda tem 5 138K 10/18/2009 10:36 AM
4ol itemé October 13 Agenda tem 6 3K 10182009 10:36 AM
4l itemT October 18 Agenda tem 7 3K 10/18/2009 10:36 AM
Sl item8 October 13 Agenda ltem 8 2M 10/22/2009 3:08 PM

€ item8 / October 18 Agenda ltem B : VirtualTownHall

5. Crea‘ting New Agenda File Edi Format Message Colsborate Yiew Help

Items:Double click on the Item icon = . ¥ O XE

in the top half of the Spllt screen to Save and Close Check Speling  Prit  Delete History

create a new item. Free-Form Document 92

Customer Support: (378) 461.5895  Toll Free: (888) 7852611  suppori@virtualtownhall.net

Details | sttachmerts

Link Mame: | Description:

6. Delete the default Link Name and

enter in a Unique Name for this |tem, Subject/Title:  |Octaber 18 Agenda tem 8 | Subtitle: [ e
e.g. item8 - . ' -

. . . |zl bef [12 w |Lett | [Insert... | |f
7. Enter in an appropriate Subject for g =TT T - R SO S | :
this page. It could be as simple as FYpr——— r— 1
Agenda Item 8 Council Minutes 02/10/2008 pef

Date Prepared: September 17, 2009
8 FI” in the fOfm as described in Requested By: John King, Director of Public Works
. . Meeting Date: 10182009

your custom template. Note: Itis 1

not necessary to Complete eaCh Item Agenda Category: (check all that apply)

when it is created. You can always Proclamations & Public Hearings

Save the item and return to it to Awards :

complete it as more information Presentations Old Business

becomeS available Boards & Committees | X |New Business
’ Consent Other:
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9. Click on the Attachments tab then click the Attach icon to add any supporting
documents. We strongly recommend using Adobe® Acrobat® files as they are viewable
by anyone on the web with the free Adobe Acrobat Reader® software. We also strongly
recommend you provide a simple name describing the content for any Acrobat files prior
to attaching them to any Item.

When complete simply Save and Close the item. Repeat the process for each agenda
item.

i index / City Council Meeting 10718/2009 : VirtualTownHall M =13
Creating Your Agenda L] (=13
1. Double C||Ck on the File Edit Format Message Collaborate View Help
Agenda icon in the top half E ARG £|3 X @

Of the Spllt Screen tO Create Save and Close Check Speling  Print  Delete  History

a new agenda.
Free-Form Document g2

2 Delete the default Link Customer Support: (978) 461.5895 Toll Free: (B88) T85.2611 support@virtualtownhall.net

Name and enter index as Detes | Atochnerts

the Name for the age. Link Mame: |index | Diescription: |:—
Pag Subject/Title:  [Cty Council Agends 10482008 | Subtie: [
R . Heywards: | | Rewview an: |:

3. Enter in an appropriate L= ; -
Subject for the agenda a

based on your standard naming convention; e.g. City Council Agenda 10/18/2009. We
strongly recommend using two digit numerics for the month and date separated by either
a slash or a dash character.
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4. The bottom half of the O C : b |23 e
screen will contain a two |rial vz v/l et v Insert... ¥ [F
column table where you L
can I|_st the title of each Agenda ltem Title
item in the left column. e P FeEm—

- . flelr I approve an amesndment o he
This will also become the Retirement Community Overlay District.

link on the resultlng web BITEM 2 Fresentation on the status of work completed by

page. the Youth Conservation Corp as part of a grant
project managed by the County Soil and YWater

. District.

3. To create the link select BITEM 3 Fresentation by the Harbormaster regarding a

the text a_~nd (_:“Ck on the wiehsite mooring application function.

Make Link icon on th_e QITEM 4 Concept discussion about a parking ordinance

lower tool bar. Enter in the amendment that would restrict parking on

Name you assigned to this iloodile Poad 2 eelop roar e Midde

Item and click OK. In the
Format Link dialog box e ——

you can choose either the Same Window
or New Window under the Link Options.
This will dictate whether clicking the link Linkto marker: | |
opens a new browser window or tab When i options

Target URL Test Link

:‘tem2

clicked by a visitor on your site. Lkt | |
Window: |Use Same Window |

6. In the right column you should copy the

appropriate text from the agenda item and

paste it into the available space. Lz R

7. When you have completed the agenda click the Save and Close icon.
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Publishing your Agenda to your website

1. When you are ready to

=P @ 5 Name Subject Size| Last Macitied

SYlindex  [city Council Agenda 10nannne B @117 02 A i

¥r 0 IR publish the agenda to your

gr g temz | e 1 website simply select all the
ro T Opan Selecte : :

Yr 0 LI Open in New Window... items in the lower half of the

[falgrems  Joctober 18 Agenda iter m___—_ split screen and with the right

¥r

-7 [Ociober 13 Agenda emiadikie mouse button choose Move

< 0 BB f R Mark as Read Chrl+-

to Folder.

Summarize Selecked

Prink. ..
History
Downloa

—
-

=S

* City Council Agendas : VirtualTownHall

Export.. File  Edit  Format  Message Collaborate  Yiew  Help
Navigate through the folder @ . | "
hierarchy to your Council Agendas New New Folder ”
folder and select the sub-folder for : : :
h date of the meetin w Conference 1 File 11 Folders  VirtualTowwnHall : Doug Perry
the g. =R A= Mame Subject
. 01052009 City Council Agends 0108/2009
2. Return to your VTH Desktop and e 02052009 City Council Agends 02/05/2009
folder b double clickin on the - 04032009 City Council Agenda 040352009
h y 9 g 05092009 City Council Agends 05/09/2009
icon. 2 05142009 ity Council Agenda 054 1/2009
g 07162009 City Council Agends 074 62009
3. Open your City Council Agendas o, 05152009 City Council Meeting 051 552009
. L. & 09132009 City Council Agends 0901372009
mdex page by double clicking on the g 101 52009 City Council Agends 104 82009
file. e 11162009 City Council Agenda 1141 62009
OES I 5
=R A2 Mame Subject
" index City Council Agendas
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4- In the neXt aval Iable row B index / City Council Agendas : VirtualTownHall
above the previous meeting File Edit Format Message Collsborate Wiew Help
- - AB E

enter in the Meeting Date, (5 [ vV X

Time and Location in the Save and Cloze Check Speling  Print  Delete  History

appropriate columns. and in Four Column Table (Sortable) . Virtual
) Customer Support: (978) 461.5895  Toll Free: (888) 785.2611 suppori@virualtownhall.net TOWN HALL

the pink link field enter in

the name of the agenda Lk e _ | poserktonc | |

Subject/Title: ‘Crty Council Agendas | Subtitle: | ‘

sub-folder followed by the voywerts: | | roewon | 5

. [] Default to Printable
name of th_e agenda; e.g. D5 O/ EE¥Os O/ EE¥Os O/ Y06 O/ B sodyBefore Tabie
10182009/index

Link []Sort [JLink []Sert [JLink []Sort []Link []Sort [] Same ColumnWidth

| coumn1 | cOLUMN2 COLUMN 3 COLUMN 4 LINK NAME / MAILTO
Date of Council Mesti... | Time Location I:l

Your Council Agendas
page should look similar to
the image below, with
clickable links to each
agenda and subsequently to eac

ooooon H-NEWTABLE
< o EEg

October 16 7.00 PM City Hall, Cauncil Cha
genda item.

=
o OOO00OO0

October 18 7.00 P City Hall, Council Chamhbers
Septermber 13 700 PM City Hall, Council Chambers
August 15 7:00 P e I

July 16 7:00 PM
June 11 700 PM
ey 9 7:00 PM
April 8§ 7.00 PM
March 4 7:00 P
February & 700 PM
January 8 7:00 P

Hoime = City Council Agendas = City Council Agends 104 8/2009 = City Council Meeting 101 82009
ana City Council Meeting 10/18/2009

Prirter-Friendly Yersion

| .:tm% I =7
UR TO

ITEM 1 Qrderto approve an amendment to the Retirerment Community
Qverlay District.
m s, a o - “ P - ITEM 2 Presentation on the status of work completed by the Youth
[uepartmenss | October 18 z\g("ll(lil Item 3 Conseration Corp as part of a grant project managed by the
Pritar Friandy Version County Soil and Water District.
Tawn Calendars ™Y indingMogrinaMena odf Size. 27K Last Upedaled 2009107 |ITEM 3 Fresentation by the Harbormaster regarding a website
m moaoring application function.
Subject: g i Baith moaring [TEM 4 Concept discussion ahout a parking ordinance amendment
fconnatys | spplication Sanchon thatwauld restrict parking on Wonodville Road in a location near
m WCTION: Mo Camsncl acaion s amicipated, the Middle Schoal, new Elementary School and
Rennn 1o Hame ‘ - - - Superintendent's office
Sumenany: Altached |5 2 descrption of the iype of seraces provided by the onliee
11'-:ru=vul'n-u reserhation wil be provided #l the ITEM & Orderto support the Town Manager's decision to adjustthe
o, The DOwin GO, (s 8.8 1A B Tt e staffine levels in the Police Departmentwhich will add one

raooring or comitine the exdra fee ino the lotsl annual mooring fee. The
fas coulid b 1QUCRT & FSIAPRIEANGN ITEha twn AEows acverasing on
e wob3e whott Tk SEEC 30N I3 Brocessd Advertises on 3 16wn
relataparner we sile Mias ol Occumed in e sy, however, he

s hepe cAwak 3p)

gaining popularty
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