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AgendaOrnline

After connecting to your district’'s web page for AgendaOnline (AO), the site comes up in the “public” view.

Use the grey menu bar along the top of the screen to access meetings and information.

= Meetings

Click MEETINGS to bring up the next scheduled meeting.

California School Board Associalion's Home pages
may be
Agenda Online Site customized
' - - with district-
Want more Agenda Ovaliee mformation” specific
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= Calendar
Click CALENDAR to bring up a calendar for = o) =
the current month. On the right side of the -
screen, a listing of meetings will appear for ey et L
the eight months previous and eight months [ ' o e e
into the future of the current month. T [ T S—
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been published will appear
on the calendar.
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Click on a meeting from the list or from the
calendar to access the agenda.

To access meetings that may have been created earlier or later, use the blue arrows on the top of the
calendar to move to a different month or year. The calendar will adjust the meeting list accordingly.

AgendaOrline home page 3



= Policies

Click POLICIES to bring up the GAMUT Online home page, a separate subscription service of the
CSBA. Users must have a user ID and password to access GAMUT.

Other Features

»Home

Click HOME to return to the AO/district home page.

Click LOGIN in order to log in and view different AO features. Authorized staff
or board members can enter a User Name and Password and click SUBMIT
to log in. See further chapters for details on specific features available to
authorized users.

*Help

Click HELP to access a PDF of the Users Guide. This guide will open in a new window.

= Search Field

The SEARCH feature allows user to search all published meetings
for items on a specified keyword. The search looks at the following:
meeting, section and item titles, and all fields on the item detail page.
Results retuned are ranked by the most relevant being displayed first;
extra weighting is given to items with the keyword in the item’s title.

To use the search feature:

1. Type a keyword in the search field and click GO.

2. Click the item hyperlink to view the item.

3. Clicking the meeting hyperlink will take you to the meeting agenda, not the specific item.

4. To narrow your search results by dates, enter start and end dates and click SEARCH AGAIN.
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L Field Trigs e L]

Easambac OO IT A8 KM
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AgendaOrline

By clicking on a meeting hyperlink under CALENDAR or clicking the MEETINGS link,
you can view meeting agendas.

Collapsed agendas show only section headings. Expanded agendas show section headings with
items listed underneath.

- Click EXPAND to open the entire agenda so all items Bovawe | Jcoiiarse
beneath the agenda sections display.

- Click COLLAPSE to close up the entire agenda so only
agenda section headings are displayed.

wPreliminary Information

A D i Gma

wivglernary Infamakion
[ -
Heacer [nfamston, o scerole publc inpul iminctons sl nisrmaticn,

From CREA' sanpe Anard byl G2 i
“Thet ogjerla sholl previde mambees of Uhe gublic e oppost unity Lo aldeess the Board on sy agesda Rom befors or ~::;L:,;, An agenda in
hurieg 1o Daand™s considoration of tho Rom. The ogonda sholl slio provito mambars of the public an oppostunity to o expanded view.
tostily ot rogulsr roetings on reallecs whick seo not on the agenda bt which aro sithin the subjoct mattor jurisdBotion of .
they Board, {Ldeoaticn Gode A5 145.8; Sowsrmmost Cods S081.2)"
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An underlined section heading indicates there are items under the section. Expand a single section
in one of two ways:
+ Click on the triangle = to the left of the section.

+ Click on an underlined title. | 6. Cansent Agenda

« G. Consent Agenda

The triangle next to
Consent Agenda is a. Field Trips
pointing downwards, // It is recommended that the Board approve a field trip for Washington School 6th graders to
so items a and b are |~ attend a musical production.
displayed.
b. &pproval of Warrants o]

It is recommended that the Board approve the attached list of warrants,
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Note: Items under the Closed Session section will only display the Title and Quick Summary/Abstract
field, in compliance with open meeting laws, for the public view. Users with confidential item access will
see expanded details.

Tip: To view other items on the agenda without going back to the main agenda screen,
use the ' NEXTITEM Or _ PREVIOUSITEM buttons.

If an item title is underlined, there is more information available. Click on the underlined title to view
the details.

= Attachments

The Supporting Documents area shows if there is an online document, an attached PDF document,
or a hyperlink.

Note: Users need to have Adobe® Reader to view PDF documents.

Click DOWNLOAD NOW to download the file in a separate window.

Click on the name of the hyperlink to view it. A new browser window will open the specified link.

*Supporting Documents

12 S
Example of Attached Document | BOWHLOAD How
% Link to CSBA Weh Page
% Erample of email link

The bottom of each meeting agenda has two links: Official Attendees and Goal
Scorecard. These links may or may not contain information, as it is dependant on

the site’s optional usage of these features. b Official Attendees
P Goal Scorecard

Other Info

= Official Attendees

The names of the official attendees of the meeting show under the Official Attendees link.

To view the attendees of a meeting, click the arrow to the left of the Official Attendees
title or click the title.

Othar Infa

wifficial Altendaes
Board Mombard Board Moembars Board Momberd
Baard Mamber Board Memberd

F Gpal Scorec srd

Note: No names will appear if the site does not use the minutes feature and/or the minutes have not
been published.
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= Goals Scorecard

The Goal Scorecard link will appear at the bottom of each agenda.
To view goals:

- Click on the arrow to the left of the Goal Scorecard title or click on the title itself to view which
goals are addressed by the agenda being viewed.

- Alist of goals will appear. To view which items on the agenda addressed each goal, click on the
underlined title of the goal.

¥ Cofficinl Attendens
woGa oo TRard
This Mastlng
# nF squndds s whith sdirses
@t gl Hior B st

] Brogram e gmant

Engkeh mermey becoming flusnt Engish profcent
] Califceres 51andsdy

i GErasuation

11 |Genaral Dutnct Busmess

) .ﬁ'.lh!:lsi!'."_t

+ The next screen will list each agenda item addressed by the goal. Click on the item title to view
the item’s details.

Goal: English Irarners becoming fluent English proficient
AT Ersgphaty learrmrs woll gan ove vl on e COLDT each year arnd b reciasided a8 Rusnd Oigheh profcsnd wathng five years of enralivg «r our
sehoods,

Items frem this meeting: Reqular Board of Education Maetng (June 26, 2000 at 06:45 PM)

- £ s
Bgsowrcas, and sisistant Superntendent Educational Sancies

Cornmarnky fish T 1l (CRE

Note: No goals will appear if the site does not use the goals feature.
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AgendaOrline

General Navig

1. Click LOGIN from the home page.

2. Enter your User Name and Password. Names and passwords
are case sensitive.

3. Click SUBMIT to enter AgendaOnline.

Use the LOGOUT button in the upper-right side of the screen to leave the system.
Using this feature will keep others sharing your computer from accessing AO.

»Tools

When an authorized user logs in, a new Administration Tools
option, TOOLS, appears in the menu bar at
the top of the screen. Click TOOLS to bring
up the GENERAL ADMINISTRATION menul.

- My Information allows users to

change their password. . CENERAL ADHINETRATION

by Imfarmation

The first time you log into AgendaOnline,
or after having a password reset, you should change your password to something that is not
guessable, yet easy to remember. To change your password:

1. Enter the new password in both password fields.

The Email Address field can be left blank. Gleaack
2. Click SUBMIT to change your password.
3. Click CANCEL to exit without changing the Email Address |
password.
Passward | |

Did you forget your password? Contact your

meeting administrator to reset forgotten passwords.
The meeting administrator can only reset passwords @'
and is unable to see the user’s current password.

Password Again | |

AgendaOriine quick overview 8



Specific Age

Some of the following features may be viewable to some and not others. If you see a feature you

cannot access, contact your Meeting Administrator.

M

wprahmingry [Afarsstion
Hesder Information, for axample publc rgut instroctions and rdormateon.

From CSBA"S sampls Boand Bylaw 9322

tha: Board. (Edscation Code 351455 Covemment Code S4958.3)"

U oa calto orger &

U eotcan &

1 ¢ Pledge &

0o, approval of agarda 2

wE Appenad of Moutes B

&. December 14 Minutes #F reecesweoomanem m
Fecommaend approval of attached mirutes.

wF. Cloped Seggion &

& Stsdent Dxpudion 0%-05 ¥

Ruadgrit Expudsion #05- LS. i 0 Eghacabicen iy 48715 ll-! Tina Cartains Dol FM

“Thie aqenda shall provide membars of thi peblic the opportunity to address th Boand an any agenda item befon or
during the Boand's consideration of the Bem, The agenda shall alse provide meambers of the public an appot enity to
Testily ot reqular meetings on matters vdhich are not on the agenda but which are sithin the subject matter jurisdiction of

= Accessing Meetings

Click MEETINGS, located along the top menu bar, to bring up the most currently published meeting

agenda. Click CALENDAR to bring up a list of all meetings.
+ In the MEETINGS view, click the back or forward arrows on
the meeting header to view a different meeting.

- To view a full agenda, click EXPAND to see section titles
and item details.

- Click COLLAPSE to view only agenda section titles.

AgendaOriline

-

|

¥ EXPAND

B COLLAPSE
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Sticky Notes 2

—-_—

Sticky notes allow users to make notes regarding the entire agenda, a section of the agenda, or
specific items on the agenda. Sticky notes are only viewable while you are logged in. No one else

can see your notes.

A sticky note with a check

N

To create a note:
1. Click on the appropriate sticky note to
view the Personal Note screen.
2. Type the contents of the sticky note.

3. Click SAVE AND CLOSE to save and return
to the agenda. The screen will refresh
and a check mark will appear on the
sticky note icon.

4. Click DELETE to delete a note.

Note: If the CANCEL, SAVE,
and CLOSE buttons do not
appear on the screen, scroll
down in the window to access
them. Just closing the window
will not save the note.

Sticky Note Print Feature
L} PRINTABLE VERSION

-
‘:‘;. PRINTABLE VERSIOMN

indicates that a note exists.

D nirtp; ke csbangendaonting, pe1 - Stickie Mot

= O]

P ban Bitvhmd bypitg ve tobus: e sure o did on e "Seee”

R cithan hilirs Mpaing this v

Parsanal Nate

Blewen. [Fun [Fuwasscss Eowm

.ﬂ"’“‘"‘

L

To print a single item detail with sticky notes, click the PRINTABLE
VERSION button with the sticky note in the upper-right corner of
the item detail screen.

CSBA Agenda Online v resin esing of the 72 siheal
P Divtrick ¢ Approssl of Miraten
December 14 Minutes

Fabraury OO, 2002

Tieves Cosvltmie) Dewn O, J0D4 07080 PM

Qulck Bummary J Abstract
Recommaend approval of attached menutes

associabed File Ao %
Mewtes Decgmbar 14 (Filgs
Marwtes (Flgs)

Btlcky Note 1 This & my sticiy note.

séuanperd nlimencl. U e CMicrpsed] nierne) Fplener s
Favortes  Tock  Hep

Print Options
[ Backide Abatracts (f avadalie)
Oirchede Suely Meopes
LI Pems Commplete Board Packes
[ se Condensed Spacng

[ Gemninte Frsdable Vession |

@c PRINTABLE VERSION  To print an entire agenda with sticky notes, click the PRINTABLE

AGENMDA | MINUTES

1. The printable page will open in a new window.

2. Use the File menu to print.
3. Close the window to return to the agenda.

AgendaOriline

VERSION button, then check the box to Show Sticky Notes.

Note: You must turn on your internet
browser’s background printing option for
stickys to print with the yellow or grey bar

quick overview 10



Closed Session Items

Some authorized users can have access to closed session item details not available
in the public view.

- If there is not an underlined item title hyperlink to click on, you do not have access to the
information.

- If you do have a hyperlink, click on it to display the item detail which includes links to any
attachments.

¥F, Closed Session =

3, Student Expulsion 09-05 il

b. Student Expulsion #08-05 pursuant to Education Code 48918 - Tirme Certain: 02:00 FM

c. Conference with Property Megotiator pursuant to Gowvernment Code S4956.8 4

MWegotiators: For the distict:Jacob Dillsworth, CBO, alex Jameson, District Attorney; For
Wilson Properties: Fred Wilson, President and Marcia Thomas, YWice President
Property: 2568 Schoolbook Drive

T May 48, 2006 + Teaining Hasting of the 373 fchenl Digtne, + L Sloged Session
a. Student Expulsion #08-05 pursuant to Education Code 48918 4

Time Cartain @ Ghi:00 PM ulDlﬂ'
FRRVIOLR (TRH HEET ITRE

W inramny A LA

wRatianala
From C584's BR 9321 Closed Sassion Purposes and Agendas

"The Board shall meet in closed session to consider the expulson of a student, unless the student submits & wnlten request at least ive days
before the date of the heamng that the heamng be held mn opan session. Regardiess of whethar the expulsion haanng s conducted = opan or
closed session, the Board may meet in closed session for the purpose of delberating and determining whether the student should be expeled.
(Fducation Code 48918)

whanay; ARk Govdenmant Code SEIEA.D riquinkd Bha Bgands B Aied b braf ganies) darenpbion oF B Sosad rarrion Rams 06 ba SPourred, Govarmmant Code FERIES provides ke
Sparey Aasoaptian aF 3gands ey selshed be siered ATTARE Subharized by bhe Flucshon Cods. inre bhe puapars oF randacting tha clagad repries if ke protach sRUSnt prisacy RQRET, Bhe
Folkawiig cpdiommd o dad Blat dbudacd seeoas ShRN sob be decluded on bha spandy. ¥

Aganda items ralated to student matters =hall bnefly descnba the reason for the closed sessan, such as "studant expulsion haanng,” "grade
changa appeal,® without violating the confidentiality rights of individual students. The student £hall not be named on the agenda, but a numbar
may b assignad to the student in arder to facilitate record kedpng. The agenda shall also state that the Education Code reguires closad
sissaons i these cases in arder 0o prevent the disclosure of confidental student mecond information.

T oUGpArtin rl Dacumints
H

| Shudent Expusion 10 0y FEEES ~~_—— Expanded
information of B
- Click DOWNLOAD NOW to download the supporting document. Section F, item b.

- To view the next item on the agenda, without going back the main agenda screen,
click =~ NEXT ITEM

AgendaOrline quick overview 11



= Accessing the Calendar

Clicking CALENDAR, located along the top menu bar, brings up a current month calendar.
The right side of the screen lists meetings for the eight months previous and into the future
of the current month.

Meoting Cafender & List

Bt Harge Fer Livtod Mastings
LETLAOER de DA ntE

Sug id 3007 Oestnct baard Masing
- i i Ak BT Zourly Sawd MeETG
hd 13 W Ceutnct doaed Mesing
Al EOCT ipenck Sad Megtng
S I R SR R AOILIGE  County b Mesing
QRAT SGET  Ceetntt Based Mecing

MEF P EEt Soacisl DSToct Baard MesTg
= FOME R B 3A 0007 Dsknt s Mesting
My 24 20T armily e Piewing
o Mg 0 20T Oathet Badrd Mawing

L¥ HE &L ad 'LF 5
|'_ At Z0LEICT  Ohabiit e Masti
Apr B EOET Tmandy Sased Mastng
g g Fe | Pl u v 1 apr iT POCT REEnct fased MFRLNg

Mater july oy Ko Mestng
Blar 55 fon Sestret Baard Meetng

To access meetings that may have been created earlier or later, use the arrows on the top of the
calendar to move to a different month or year. The calendar will adjust the meeting list accordingly.

To access a meeting, click on the date hyperlink on the meeting list or the hyperlink on the
calendar.

= POLICIES Menu

Click POLICIES, located along the top menu bar, to bring up the GAMUT Online home page, a
separate subscription service of CSBA. Users must have a user ID and password to access GAMUT.

Timing Out

AgendaOnline will log you out if you leave it inactive for an extended period of time.

Click HOME to return to the homepage and log in.

If this happens frequently, contact CSBA to increase the length of time before a session times out.

MEETINGS >CALENDAR >POLICIES SEARCH (co]

Your session has expired due to inactivity. Please log in again.

AgendaOriine quick overview 12



AgendaOrline

To print an agenda or minutes, use the ‘;:-} FRINTABLE vERSIOM | Menu on the upper

right-hand side of the screen. DN S MiN-IT e

Printing Op

»

The information displayed under the item title is an abstract. In the example below, the information

starting with “Negotiators:” is the abstract. Not all items will include abstracts.

*Tha agenida shall provide mambrs of thi pubic thie oppomunity to address thee Boand on any agenda fem befare or
eharing the Baand's consideration af the Bom. The agenda shall alse provide membees of the pubilic an oppartity 1o
ustify o regulor maetings on matters which ane not on the agenda bt sehich are swithin the subject matter jurdsdiction of
the Boand. {Education Code 35145.5; Govemmaent Code 56054,5)

b oa., Call o Crder
I b el call
1. Pledge
| b approval of Agersds
k0. appreesl of Mrwted
wF, Claded Saifen
§. Student Expultion O-05

b. Stsdent Expudsion ®0S-05 parpaant to EQducation Coda 45918 Tirren Cavtning 08100 PR

€. Confererce with Froperty hegotiator pursuant to Gowernment Code 54956.2
hegatiators; For the diticl: Jecch Diliwonh, SO0, Wex Jamddon, Distrel Atborney; For
Wilson Properties: Fred Wilson, President and Marcia Thomas, Vice President

Proparty; 2565 Schooibooi Driog

In this agenda,
section F, item c is an
example of an item

| that has abstract

information.

1. Under the PRINTABLE VERSION menu, click AGENDA.

2. Check the Include Abstracts box so the information in the Quick Summary/Abstract field will be
displayed and printed. Check Use Condensed Spacing to eliminate unneeded lines between sections

Print Options with the printable agenda.
Filnchide Absmacts (€ avedable)
[Othee Condansed Spating

[ Genecale Fimable Version |

AgendaOriline

3. Click GENERATE PRINTABLE VERSION to open a new window

printing 1.3



4. Print the agenda from the File drop-down menu or right click to find the Print option.

Fée Edk  Wew  Favortes  Tooks  Melp &
-
e Ragular Meating of the X% School District
CSBA Agenda Fabruary 0, 2005
(mline Tussday, 06:00 P

2401 Tehasl House B

Anypwhera, CA 9EEGE
Crastad - ey 18, DOOE st 0843 Ay

Hrader Information, for example public input instructions and information,
Frowm CSBEA'S cample Bogrd Bylaw 93232

"The agenda shall provide membercs of the public the opportunity Lo addoess Uhe
RBoard on any agenda ilem belore or during the Roard’'s consideration of tha
item. The agenda shall alsa provide membees of Uhe public an sppodunity Lo
tastity at Feqular maatings on matters which are Aot on the aganda but which
arg within the subjact matter jurisdiction of the Roard. (Fducation Coda
A5145.5; Govarnmant Code 54954.2)"

The print agenda
screen will open

1 in a new window.
&, Call to Qrder

. Boll Gall

G. Pledgnr

0. Approval ol Agenda
E. approval of Minutes

a. Deocombor L9 Mimutes oo Cotans Donn e
Recomrmend approwval of attached minutes.

F. Closad Sassion
a. Student Fxpulsion D9-05

5. Close the print agenda window to return to AgendaOnline.

= Minutes

If minutes have been recorded and published for a meeting, they can be printed as well.
1. Click MINUTES under the PRINTABLE VERSION menu.

2. If minutes are available, they will open in a new screen.

T Rl e g ol gl (Mardingan March (10, SO0 We drenilay (300 Wesmnis oo fapleer

M B Ve Pavtes  Pak e

G Chisel Bsslon Bapord

M, Pulslic Camimsnl

L. Pailslic Carmmenl
thnutes

Irdarmation takon from moshngs c3n s engrod for any sgends, Omca tha mrutes s puisiched, tha publc may viss and priet tham
Otharwise, thay sm only vawsbés e suihonced indedusty

2. Baf Conmsnm

Wrwtey

i Anmnisncensat e rom Boerd Lisieons, Board Mambons

1 CEncanr calender Appeaesl

1. Approvsl of Comennt Calsndar
WAt Abaide By Bl Al
Mohon Seconded @y ¢ Rnard Momber
Wit

Feal
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3. Use the File menu or right click in the open window to print the minutes.
4. Close the minutes window to return to AgendaOnline.

Alternatively, you can copy and paste the minute’s window contents into a word processing program
for editing or printing.

Microsoft mtenneExploren

If mlnutgs alic 777,,, | The minutes For this meeting have not been published and are unavailable at this time
not available, =

a message

will pop up.

= Item Details

AgendaOnline allows users to print details for a particular item without printing the entire agenda.

1. Open an agenda item by clicking on the underlined hyperlink.

2. Click the " rmmrasie vemsion  button in the upper-right side of the page. A new window will
open with the item information.

3. Use the File menu or right click in the open window to print the item detail.

4. Close the window to return to AgendaOnline.

Fh-h!w-rmt-'lul:*

CS5BA Agenda Ontline s seenninn spanss - Das st sstiod ol
. T AN B 1 L Canpaid Calendae Appeavel

i -lpprulul of Cansmnt Calonesr

Mpich 24,

Quibchk Burmimary / Abstract

i on the Congent Cakindar e routng Tems sepected 1o eques o Sstulngn and
mrpecied to have unarsmous Board support. The adminisiration bas no faerther presentatsons
wrilirid Bodrd mambers have quatbons, [T &8 Baacd mpnbsar wiibsid 10 dieuas Wy Ao on Ehe
Condint Calardar, this item will usudlly be rerdved and Soousasd undde the Iperopnate
waction af the agends. sowever, if dacuision would Tee only one or two mnuier, the
duculion may Gotur dunng the Conient Calends’ portion af 1k Baard mesting

‘ Note: Closed session items will only print for users with access to confidential items. ‘

= Attached Documents

To print attached documents, open the document and use the Adobe® viewer or File menu print
feature to print the document.
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AgendaOnline

Board members and other authorized users have additional AgendaOnline
features not available in the public view.

Agenda Func

= Meetings

Click MEETINGS to display the most current posted meeting.

[T -

wPrelimnary Infcemation ﬁ :-'\f--h“
maae

Faxraso  [Heoowiarm

Headar Infarmation, for sample public mput Retrections aad infermation,
From CEEA'S shmple Board Bylaw 5322

“The agrenda shall provide members of the public the opportunity to address the Board on any agenda item betore or
during the Board's conslderation of the tem. The agenda shall alse provide members of the public an opportunity to
vestify Al reqular meetings on meatters which are not on the agenda but which are sithin the subject matter jursdiction of
Uhe Board. {Education Code 35145.5; Govemment Code S4954.3)

Vs calltoorger &

Vs polcw &

1o pledge =

| o approval of agonda &
wE  apargval of Mirutes f

2. Dpcombor 14 Minutes % Tine Cotain 070 PH @
Becormenand appraval of attacksd minutes.

¥F. Clpsed Sasgian O

g, Stuwdent Dspulsicn 09-05 b

by Stwdent Uxpuliicn #00-08 purdwant o Dducation Cods 3021l a2 Fime Carlan Q8539 M
C. Conferanca with Property Negatiator pursuant to Government Code 54956.8 o &

Sticky Notes 2

- i

Sticky notes allow you to make notes regarding the entire agenda, a section of the agenda or a
specific item on the agenda.
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2 http:ffwwer.csbaagendaonline. net - Stickie Mot... I';.rE||E|

Whan Hiniahad Wping wour olad, be dura o cdick, on e "Save™
o belore deding iz windes,

Prersomnal Mol

To create a note:
1. Click on the appropriate sticky note.
2. Type the contents of the sticky note.

3. Click SAVE and CLOSE to save and return to
the agenda. The screen will refresh and a
check mark will appear on the sticky note
in the agenda.

! 4. Click DELETE to delete a note.

Eeamcee [Fsave] [F]saveancciose oo

i8] Dae 0 Tilerrel

A sticky note with a check M indicates that a note exists.
——

Note: /f the CANCEL, SAVE, and CLOSE buttons do not appear on the screen, scroll down in the
window to access them. Just closing the window will not save the note.

Closed Session Items

Board members have access to closed session item details not available in the public view.
Click on the underlined hyperlinks to display the item detail and/or attachments.

¥ F. Closed Session  —!

a. Student Expulsion 09-05 el

b. Student Expulsion #03-05 pursuant to Education Code 42918 2 Tirme Certain: 08:00 PM

. Conference with Property Negotiator pursuant o Government Code 54956.8 2

Megotiators: For the distict:Jacob Dillsworth, CBO, Alex Jameson, District Attorney; For
Wilson Properties: Fred Wilson, President and Marcia Thomas, Vice President
Property: 2568 Schoalbook Drive
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Click DOWNLOAD NOW to download the supporting document.

CIBACK Esb 00, 200 : Bysulyr Mesting 2F shy wve Goheol Duptns « Clagad Saigian t~mmm.w
Student Expulsion #08-05 pursuant to Education Code 48918 8 (i rrenraass vumaeon

Tims Cartsin o ORI00 B
PR TR

Wumramn  Woouaes

wiationale
From Coga's BB 9321 Closaed Session Purposes and Agandas

*The Board shall meet in closed session to consider the mgulsion of a student, unless the student submits a written request at least five days
nafore tha date of the heanng that the heanng be hald n open session. Regandess of whether the expulson heanng is conducted in opan or
glosed session, the Beard may meel 0 closed sesnon for the pupase of delberating and detarmeung whather the student should be expellad,
{Education Code $55107%

wetpobe - ARRough Gorammant Code SIS & reguiner Hhe sgends fo Arrs 3 Anied genersl deronpdica of 8N clored rerrion Semp fo ba Nrowr red, G & Code S8R5 T pu
rpacis depcrpbion of spands famy refeted to cored rearsiar mw&,mr&m:m Sincw tha povpare of comduting the clored rershn Jp bo protect :h&mpnu.rr.-w:
Faltcring epbionel pavagraph providar that riydact armar rhall nod be indoded on tha spands, W50

Agenda tems relaled to student matbars shall boally dezenbe the reason for the closed session, such a3 "student expulsan heang,” "grade
change appeal,” without violating the confidentiality rights of individual students. The student shall not be named on the agenda, but a number
may be assigned to the student in order to facilitate record keeping. The agenda shall alzo state that the Education Code requires chased
so55i0ns in these cases in order to prevent the disclosure of confidential student record informatian.

wSupporting Documents

L]
Student Expulson 10 04

rve e

Tip: To view other items on the agenda, without going back the main agenda screen,
use the - NEXT ITEM Or  PREVIOUS ITEM buttons.

= Tools Menu

When an authorized user logs in, a new option, TOOLS, appears in the menu bar at the top
of the screen. Click TOOLS to bring up the GENERAL ADMINISTRATION menu.

+ Click on My Information to change your password.

= Print Features
To print individual item details with sticky notes:

-
1. Click the PRINTABLE VERSION button with the (7L PRINTABLE vERsioN

sticky note in the upper-right corner of the item detail screen. {:}, PRINTABLE VERSIOM

2. The printable page will open in a new window.

3. Use the File menu or right click to print.

CSBA Agenda Omiline s ssonseeg of s 02 oo
F—_— - Bt | apgroal of MesuEn
December 14 Minutes

Fabranry DR 2049
Tho Cortirn Coel B8, 034 67110 b

4. Close the window to return to the agenda.

k. Baamameary [ Abestradct

Becommend spproval of atbached mintos

Associatad Filo Aftachmonds
® sirnies Dacerher 34 (Pl

L grPrTTe Note: You must turn on your internet
Sticky Note : This is my sticky note, browser’s background printing option for

stickys to print with the yellow or grey bar.
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To print an entire agenda:

1. Click AGENDA under PRINTABLE VERSION.

< ity exdupen fmnfieenet Uil oMicreseds Inferne Fapleers = 10
Fiw ER Vew faverbes  loch el r

Print Cvptions
[l Backide Abatracts (f avadalie)
[l bechsde Sucky Hotes
CIPrms Complete Board Facket
[ se Condensed Spacng

[ Gmnisnte Frsdable Vession |

& o LI

2. Select any of the following print options, then click GENERATE PRINTABLE VERSION:
Include Abstracts prints summaries under item titles

Include Sticky Notes includes sticky notes with the agenda. In order for sticky notes to print in
color or with a grey background, enable your browser’s background printing picture.

Print Complete Board Packet prints all item details (if applicable). Attachments must be
printed separately.

Use Condensed Spacing prints on less paper and eliminates unneeded blank lines.
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Staff may be given authorization to submit agenda items.
5

Submitted items do not appear on the agenda until they are approved by an authorized user
who reviews and approves submitted items.

=»Tools Menu

To submit an item for an agenda:
1. Click on TOOLS.

2. Click on Submitted Items to view the Submitted Item Browser screen.

Administration Tools
(®] acamon aommisTRATION

Submitted Items

- CEMERAL ADHIMISTRATIZN

My Informnation

3. Click on the ADD ITEM button.

Submitted Item Browser
My Submitbed Tbems  seeme

4. Choose the appropriate meeting from the drop-down list and click SUBMIT.

Bubmdt Nove ltem

1. Gaiwct the maating you woukd e for tha fem 10 be posted 10 (rate: it must Be 8 fulurs esting bul can be chengsd from your onginal
wbimassan o gfher mentings are avalabie)
| Fingulss Lswtng of B T Sehnol Clamet on Jun 17 2008 o 07 000 S8

st bty ) i v Scocnsl Dot s oo 23, BO06 0700

5. Choose a section of the agenda to post the item and click SUBMIT.

6. When the Item Inspector screen appears, enter data in the necessary fields.
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= Item Inspector Screen —

The Item Inspector screen displays all the fields available for user input.
Entering information in every field is not required.

Caution: Do not check
mACK the DO NOT USE box
under Visibility; using this
feature violates state
open meeting laws.

Itam Inspector

TG ITRR w

ITEM
Unticled Item

[ ready tor Maeting il racviwer rrn

Wisitslity Mty 11, 2005
oo moT wse—
Rassen | I__I‘:" o
Ll pigwunsien 1nam
[l uirmmad / gosed view (genarsl public pass snly wmis | [l conant ttwm
[Criene canain (01 361, (00 3¢ Cpm
Sm:l:l_u_n 4

Ayoummeant -

Wrwrann e

witagquagted Action

(B oreni v earen

Note: The Can Vote text can be changed to Action Item. Contact CSBA to request this change.

Large text fields may be formatted and spell checked with the OPEN HTML EDITOR button. For
more information on this feature, see the HTML Editor section later in this chapter.

Check the Limited/Board View check box under Visibility to designate a closed session item. Even
though the item may be placed on the agenda under a section named Closed Session, the check
box needs to be clicked.

For votes to be recorded, the Can Vote check box must be checked.

- A (V) will appear next to the item on the agenda and a voting ballot will appear for the
minutes taker.

The Discussion Item and Consent Item check boxes may also be used with appropriate items.
- If Discussion Item is checked, a (D) will appear next to the item on the agenda.
- If Consent Item is checked, a (C) will appear next to the item on the agenda.

The Time Certain check box allows the user to input a time when the agenda item is
supposed to take place during the meeting. Time Certain and the time entered will appear
next to the agenda item.
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A collapsed view of

the Item Inspector Section
screen shows all - -
available input fields. | Discussion hems w |

[ exrane | [AlcoLLarse]

P Requested Action

b .
+ Scroll down the Item Inspector screen b %_Tale
to view other fields that are available for =etars
input. b Summary

b Goals

P Financial Impact

- After inputting all information, click SAVE

to save the information and keep the b alternatives
Item Inspector screen displayed. P Contacts
P Quick Surmmary / Abstract
- Click SAVE AND CLOSE to save and exit. P Supporting Documents

P Irmplementation Date
CANCEL smrE ]| sAVE AND CLOSE

1. Save the information on the page.

2. Scroll down and expand the Supporting Documents field with the triangle
(if it is not already expanded).

wSupporting Documents
mA‘ITA(:H FILETHYPERLIMNK

3. Click ATTACH FILE/HYPERLINK.

4. Choose the type of attachment.

Whatl do you want Lo allach Lo Lhis item®
3 an Online Docynent  This is for simple text-based documents that you can either type or paste in along with a title and author name.

File  Thas is for lange and/or graphic intensive documents and files that cannot be expressed as plan text, This can
miclude spreadsheels, Word, and PowerPomt docwnents though it s beghly recommended thal you convert those
farmats ta Adobe POF (Portabla Documant Faormat) .

R ad ink  This allows you to créate a link to an existing resource on the web. & good trick is to open a new window in your
wEb browser, navigate 1o the resource you wish 1o mclude and copy the URL ("http:ss...") out of the location bar
of you browser and paste it inta the 'Link' field on the following page.

-+ Click An Online Document to add simple text-based information by typing or copying and
pasting text. If you paste information, formatting will be lost.
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Click An Uploaded File to attach a file.

LRAER
Adding o atrachmant b5 item Sied. .

Tast Submission

1. Click Rrawsa' . & dialog box wil appear that will alow you to find the fila you wish ta upload. Whan you Bnd it, cick (thig varnas among
different Brawsors) '0Open’ or "Save® and the fle wil apgear in the bak an thes page. DO NOT CHANGE THE MAME OF THE FILE.

2. Prpce the "Upload’ button . wour T will uglosd ard you will b pregentod with 2 mon fehds,

. L =

- Click Browse to select a file to be uploaded. [CSBA recommends converting files to be
uploaded into PDF format to protect data and make the file accessible to all downloaders.]

- Click SUBMIT to save the file to the agenda.

- In the Display Name field, choose a name for the file to replace “untitled”.

Ak
e

Ut 1§

L Peow
T. Dt
B tbn e B ] Wy g ealed e wy peeeite | meeteuts T et mb e oo w0 iy 0 e e el @bkt P B

L Uporat e (R wrrn P sl S Saoned T o S0 SFDEN M T e ke temery Ak B TR A T RIS LS I DAY T e
-

[ B

- Searches do not search contents in attached documents; therefore, a Keywords field has
been provided. If desired, enter a keyword (or multiple keywords, separated by spaces).

- Click suBMIT.
- Click A Hyperlink to create a link to an existing web resource.
- Enter a title in the Label field.
- Paste or type the URL in the Link field.
- Click suBMIT.

Check to make sure all supporting documents have been added by going back to the
Item Inspector page.

wSupporting Documents

L., -
Sample PDF Attachment Eloeuere
=eoiT| % Agenda Online Information % Test [S]oeLere

mA'ITACH FILE'THYPERLINK

Click DOWNLOAD NOW or Test to view the attachments /hyperlinks.
Click DELETE to delete an attachment/hyperlink.
Iltems may be edited or deleted by the submitter until they have been approved for the meeting. Once

an item is approved for an agenda, only those with access to edit the agenda can make revisions.
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= HTML Editor

To use the editor:

Some text fields on the Item Inspector page have an OPEN HTML EDITOR button. These fields can
contain special formatting and can be spell checked.

1. Before, during, or after typing in text, click the OPEN HTML EDITOR button. A separate window

will open. The page will take a few seconds to load.

Note: You may be asked to trust a security certificate from Ephox, the editor licensing company.
If you click YES, you will be asked to trust the certificate at the beginning of each editor session.
If you click ALWAYS, you will not be asked again, unless there are updates.

2. Use any of the editor features to perform functions such as: numbering/bulleting, spell
checking, centering, bolding or underlining text. To get suggestions for an underlined word,

highlight the word and click the spell check button in the toolbar.

3 i Hrerwr 3 hamgendan niise el - HTMLE diter - Mic It et Explorer

Hatiamale
Bl e Pl e roen Foma Tocs Tabls

ot boce v R

| From G284 BB FIIT Cloned 5o Piposis S P | T G S (s u e o
contsder the erpndsicn uf & udes, wlris e sude eobrte o Widles reques af Lot five days
el the date of e B that S Lnping be beld m oprm presicns Frgarfiess of whethes the

| rpilem Beemg e cosdurted m o o elueed seran, the Board g mest @ ckand seeren B
e puarpase of drbhmwing nd Storrareng whether the gtuded sheedd ke opelied (Fducaton Code
AFDIF) ***Htn Athongh Dovrrmend Code S4054 7 regses the agredi s e & brief gl

| destrption of il cleed priditn damd 0o be dpsudind, Jevarennst Code HITH. § prevndes o3
Epreific dezcnpison of sprmds Srme pried 8 clored grasims atbhormed by the Fducstu Cade
Sxcr the purpaie of condictng the choaed seenan 15 10 frotect gudel provecy nghts, the fllewing

| epbiomal gk provides Ul ststed panes shall ol be g beled o S aprrts *** Agemds drns
rolaled by ibalend mallors dhall broelly dstcrbe B renats oo B dlopid spinos, mach i "rudad
evpulron heemp* "prade change apeesl " wihms vialing the ronfAdmeaiey nghie of pdmsenl
piudesty The modert shall aet he pmed o (ke ages, but o e iy be sasigeed i3 the puded

| m order in fycibtate record oeeping. The agenda shall also giste thad the Fducatson Cade reqores

cinged ernons m theee Cupen 2 ordsr o prevent S Sechaune of confidening riudest record

st 'Cngl!

[ SemedComwesow |

4

Jad =L lea s A slar T@-LAHTHE
P e vt = BT g EFREEEEL

*

CSBA is underlined
1 in red because it is
not recognized by the

dictionary.

3. Click SAVE AND CLOSE WINDOW to save any changes you have made in the editor window. To
discard changes, close the window without clicking SAVE AND CLOSE WINDOW.

4. After closing the editor window you will be returned to the ltem Inspector page. HTML codes
are included in the character count for the field, will be inserted with the text in the field(s)

and are only seen on the Item Inspector page.

wRationale

<prFrom C3EL's <h>BE 93Z1 Closed 3Jesszion Furposes and Lgendas</ b></p> i~

<px&guot: The Board shall meet in closed session to consider the expulsion of a HTML coding
student, unless the student submits a written request at least five days in the Item
before the date of the hearing that the hearing ke held in open session. Inspector field.
Fegardless of whether the expulsion hearing is conducted in open or closed hat

|i ©OPEN HTHML EDITOR |

CAUTION: If you enter too many characters in a limited character field, the information entered
will not save. Refer to the Item Template Inspector section of the Meeting Administrator chapter

for details about field limitations.

AgendaOrline
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5. Click SAVE or SAVE AND CLOSE at the bottom of the page to save any changes.

6. Once you have saved the changes you can view the results of the formatting
by clicking ammrrnq .

‘ Note: Field names may be customized for your district; contact CSBA for assistance.

Iltems on agendas can be resubmitted to another, future agenda. Resubmitted items do not
appear on the agenda until they are approved by an authorized user who reviews and approves
submitted items from the Submitted Item Browser.

¥ #, Actions Items L} ‘aoormes

1 v
- 3. Loomis Basin Charter School Report & (i EDIT |  >COPY| RESUBMIT

report would be attachment to this item

To find an item to resubmit to a future agenda:

1. Find the item to be resubmitted by performing a search to find the item and/or finding the item
on an agenda from the calendar list.

2. To the right of the item title, click the -*RESUBMIT button.
3. Choose the appropriate meeting from the drop-down list and click SUBMIT.
4. Choose a section of the agenda to post the item and click SUBMIT.

5. Make any necessary changes to the Item Inspector screen.

*Note: Resubmitted items do not carry over any attachments.

The item now appears in the Submitted Item Browser.
6. Click SAVE AND CLOSE.

If an item is resubmitted to a section and/or a section which has had a modified item template
that does not have the same fields, there may be some fields which do not appear on the item
inspector page, but will show on the full item details when viewed or printed. Contact your
meeting administrator to make adjustments to the item template for that section.

Submitted agenda items must be approved by an authorized reviewer before they
appear on the meeting agenda.
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Reviewing a

=» TOOLS Menu

Click Review Submitted Items under AGENDA ADMINISTRATION to enter the Submitted Item Browser.

ClBACK

Administration Tools

. AGENDA ADMINISTRATION

Submitted Items
Eeview Submitted Items

. GENERAL ADMINISTRATION

My Information

A list of submitted items will appear. Depending on preferences set by the meeting administrator,
you may or may not have all the features described. Reviewers can view submitted items and may
have rights to delete, approve, modify and edit.

Reviewing Submitted Items

From the TOOLS page, click

Review Submitted Items.
The Submitted Item Browser My Sastwttied iz ==
lists all items submitted to
different meetings.

Sulmi el e A owser

T T T ——.

Gt
gt b 0 e PR
i BT S

L e e L 1= 1T -

RN AR SRS el L el

Sort the page by clicking on R ——
the underlined column titles A Submtted Toesa
(Title, Submitter, Meeting, m
Section, and Status) alongthe |~ = S L S
grey bar.
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Click on an item title to view the item details.
Click Delete to delete the item.

Click Approve to automatically add the item to the agenda. *Check with your meeting
administrator before using the approve feature.

Click Modify to change the meeting to which an item is submitted, take away the submitter’s
editing rights, and make changes to item details. This action is useful for a final review
process.

Click Edit to make changes to the item details while still retaining the submitter’s edit rights.

CAUTION: /f you select a different agenda section that uses a different item template that does
not have all the same fields as the original template, data may be lost.
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Meeting administrators can create, edit and delete meetings, meeting templates and item
templates. They may also be assigned to submit and review items. It is highly recommended that

districts have more than one Meeting Administrator.

The TOOLS menu allows you to view the AGENDA
ADMINISTRATION page; the starting point for all
meeting administration duties.

»Meetings Link  Arter clicking

) TOOLS, the AGENDA
To create, edit or delete a ADMINISTRATION

meeting, click MEETINGS. page will appear.
A screen will appear with
a list of the meetings in
AgendaOnline.

_+ Meetings

. AGENDA ADMIMISTRATION

Meeting Templates
Item Templates —
Goals

Submitted Items
Review Submitted Items

T BAGE

Meetings

o Regular Meeting of the 12 School District

o Regular Meeting of Lhe 12 School District

e CEBA's Agunda Online Servioe

o HEguar Meating

- T Bpecial Mesting

- T Regular Meeting of the X¥2 Schaol District

uﬂ" california Bchool Boards Associstion Board of Directors Meeting
B BME Trabning Mesting

fees  Meme  Datelime  Delete

Jun 22, 2005 0700 P wed  [Soeun
Jun 11, 200€ 07:00 PM Sat [Soeun
Mar 21, 200€ 08:00 PM Thy  [oeurn
Fob 25, 2008 08:00 PM Fri  [Eeeurn
Feb 25, 2005 06:00 PMER [Deeun
Feb 08, 2005 06:00 PM Tue  [Eoeur
Oct 16, 2004 09:00 AM Sat  [Eoeum
Aug 04, 2004 0309 P wed [ Ejosum

Editing a Meeting

Click EDIT next to the meeting to edit. You can change any of the header information, section

headings and order, or footer information.

AgendaOriline
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Deleting a Meeting

Click DELETE next to the meeting you want to delete. The Meeting Deletion Wizard
screen will appear.

Meeting Deletion Wizarnd

WAPMIMNG... You are aboul o permanantly delete the follesng meeting and all of 1t's assocated cantants,

Ragular Mesting of the X¥Z School Distnct
Febouary 00, 200%

Leawe it Alome  Delete 11

Click Delete It! to permanently delete the meeting.

Click Leave it Alone to cancel deletion.

Adding a New Meeting
1. Click ADD.

2. The New Meeting Wizard page will appear.

Mo Moeting Wizard

Create a New Emply Meeling by cheking "add® button.

OR

Create ane fram a prawiously saved Maating Tamplate

by selecting a Meeting Template from the pull-down list and chcking 'Submit’
Button,

:F'Juquln.r Mesbng =

B sunrr

QR
Create ane rom an exsbng Meeling (Copy)

by sedecting 3 Mogting from the pull-down ligt and clicking "Submit’ butten.
Jun 22 2005 Rgular Meating of the =42 Schaal District >

3. Choose one of the following options to create the meeting:
a. An Empty Meeting will not contain any information.

b. A Meeting Template will include the information stored in the template. See the “Creating
a Template” section later in this chapter for more details.

c. Creating a Meeting (Copy) from an existing meeting will copy the entire meeting’s
contents, including attachments.

Choosing any of these options will bring up the Meeting Inspector screen. The following pages
will describe the fields on the Meeting Inspector page.
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> Meeting | tor Page Feal . Heading Inf "

Uk

Mectig [napector

B nivrme
Manting TILIn | Fcuins Mewkng of i #vT Schoct Dinct

Mueting Date  Fap w0 =) 2ol o
] |
BeTme oS (00 ® B ety
Lecotion 5ar st use o
_wl.‘-lﬂ‘“

Hisnrdar Info sprlzmcer Inforamcios, iwr ssmeple public dnput insciucktions mod -
Lnfaemat 168, O 5F

iprfean CIBA' S sanplé Boatd HYles ¥Idi4/pe

<pin> égensiThe sgeeds shall grovide wesbers of che pailis che

Title of Field Use

Used to indicate the type of meeting being held; for example,
Regular Meeting, Special Meeting. Length=128 characters

Meeting Date Date the meeting is to be held.
Meeting Time | Time the meeting is to start.

Meeting Title

Could include name of meeting location, along with the street

Location of Meeting address, room number, etc. Length=512 characters

Shows as Preliminary on the agenda. This field is a place to

Header Info put general meeting information. No character limit
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Title of Field Use

Section Numbering A drop-down menu to choose the type of section numbering.
Item Numbering = A drop-down menu to choose the type of item numbering.

Sections | Titles may describe what is taking place at the meeting,
such as: Call to Order or Pledge of Allegiance or describe
the types of agenda items that will appear under it. Each
section added has an item template associated with it
which controls the fields that will appear for each item. Use
the up and down triangles to reorder sections. Length=64
characters

DELETE | Deletes a section.
ADD SECTION Adds a section at either the top or bottom of the agenda.

Unfold If this box is checked, that agenda section will automatically
appear in expanded format.
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Title of Field Use
Footer Info

Used to indicate the type of meeting being held; for example,
Regular Meeting, Special Meeting. Use the OPEN HTML EDITOR
button to open a new window where footer text can be spell
checked and formatted. Length=2048 characters

Static Snapshot

Allows authorized users to create an offline version of the
meeting. Only individuals authorized to access confidential
items should be authorized to download a static snapshot.
Static snapshots will not include sticky notes.

Attach Documents

Allows supporting documents or hyperlinks to be added to the
meeting. Save the meeting before attaching a document.

Save as Template

Allows the meeting format to be saved as a template for
future meetings. Once a meeting has been created the
Meeting Administrator page will show new icons that allow
items to be added, edited, copied and deleted. At this point,
items may also be submitted by other users who have been
given authorization.

Once a meeting has been created, the Meeting Administrator page will show new icons that allow
items to be added, edited, copied and deleted. At this point, items may also be submitted by
other users who have been given authorization.
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Reviewing and Approving Submi

From the TOOLS page, click Review Submitted Items. The Submitted Item Browser lists all items
submitted to different meetings.

Sort the page by clicking on the underlined column titles (Title, Submitter, Meeting, Section, and
Status) along the grey bar.

Submitted Ibem Browser

My Submitted ltems s
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Click on an item title to view the item details.
Click Delete to delete the item.

Click Approve to automatically add the item to the agenda.

TIP: As items are approved they are added to the bottom of the agenda section. If you have
a long list of items to approve and want to control the order in which they appear on the
agenda, approve them in the order in which you would like them to appear.

Click Modify to change the meeting to which an item is submitted, take away the submitter’'s

editing rights, and make changes to item details. This action is useful for a final review process.

Click Edit to make changes to the item details while still retaining the submitter’s edit rights.

CAUTION: If you select a different agenda section that uses a different item template that does not

have all the same fields as the original template, data may be lost.
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Adding Items to an Agenda

When a meeting administrator views a meeting there is an option to the right of each section
to add an item to the agenda. This is different than submitting an item; adding an item in this
location will put the item on the agenda automatically.

From the meeting agenda page, click ADD ITEM next to the appropriate section.

i
b, Approval of Out of State Travel & ) oy EDIT|  =COPY| >RESUBMIT

Recommendation: Approwe the woluntary participation of the Loomis Middle School eight
grade student study trip to Washington, DC, June 19-24, 2009,

¥ %, Actions Items = ADDITEM

1 v
- 3, Loomis Basin Charter School Report — @ PEDIT| >COPY| >RESUBMIT

report would be attachment to this item

Editing Items

Once items have been added to an agenda, they can be edited, copied and deleted. Items
approved by a reviewer will appear on the meeting agenda as a pending item.

Click EDIT to open the item on the Item Inspector page. Edit any of the fields, delete the entire
item, and/or check the item as “Ready for Meeting.”

Click COPY to copy an item from one meeting to another or from one section to another.
Copying brings all the item details and attachments to the new meeting or section.

Click RESUBMIT to submit the item to the Submitted Item Browser to a future meeting.
Resubmitted items do not carry over attachments.

Refer to the Item Submitter chapter for instructions on using the Iltem Inspector page.

Moving ltems

Iltems appear on the agenda in the order they were approved. There are two ways to move an item
to a different spot within a section:

Click the J W to the left of the item title to move an item up or down one spot at a time.

2 47
- Pending-2. Remowval of Itemn{s) from Consent Agenda or

Click the underlined number (in this case, 2 ) to the left of the item title and arrows.

a. After clicking, the page will refresh and a text box will appear. 2

b. Click the text box and enter the number in which you want to move the item. (Note: Refer to
the underlined numbers, not your custom item numbering.)

c. Click the Enter/Return key on the keyboard. The item will move, adjusting the numbering
accordingly.
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If you enter a non-number, an error message will appear.

Error: A valid number was not entered. Renumbering was not completed. Please
check your items and try again.

o0 To delete the error, click the underlined number again.

o Then, enter a valid number or perform another action, such as editing or viewing an item,
editing the meeting, or navigate to another meeting.

If you decide not to move an item’s order after the text box appears, click the Enter/Return key on
your keyboard without entering another number.

Publishing a Meeting

Meetings are not visible to all users until they are published.

FEIITIEL P EALERSAS ¥ POLIENE B TOOLL

&mr—m

B v mirving
AS s | T

Bl reons v
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1. Click PUBLISH MEETING on the meeting R
agenda page. Pubilish Musting
2. To make the agenda viewable to all and Ol i s

make all pending items viewable, the cheCk | j.m imscrar
- A “ [ [ Mark ol stigched agecds itemi "Heady Tor Mastng®.
boxes next to Mark this meeting as “public BT il i g oo ek’ U el o A

and Mark all attached agenda items “Ready | ... ve,
for Meeting” are automatically checked. E1 Mack o it achom ety tarme Y infie Vi
] Mark ol ptischad sgavcs ibeme “Conflderial®
O ddae bl 15 wew preamsty eorldenlial s or e dee

3. Click SUBMIT to publish the meeting.
- - L

Hiding a Meeting

Meetings that are published can be hidden (unpublished). | smsrmes scamman = romns oo
This action will take the meeting out of the public view

and marks all items on the agenda as “pending.” e
B recons rimumes
1. Click [E]neemeenns | on the upper-left side of the B wne mermin

meeting agenda page.

2. The check box next to Mark all attached agenda items “Pending” (not ready for meeting) box is
already pre-selected.

3. Click sUBMIT.
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The meeting administrator or other authorized users can record meeting attendance, minutes and
votes. After approval, minutes need to be published to be seen by all users. Note: If your district
does not want to use the minutes feature, you may want to contact CSBA to delete the Official
Attendees section of all agendas.

= Recording Minutes
From the main meeting agenda page, click RECORD MINUTES.
Click Record Meeting Attendance to record attendees. These names show on the published agenda
under the Other Info, Official Attendees section and on voting items. Recording attendance first will
allow voting menus to appear for voting items.

ml_ﬂl

Record: Minutes & Attendance

Coll to Orderfedge Frubash Egcord Section Mnut)
Approval of Agendas [FIPubash Becgrd Seclion Mt
Public Commant [Erubash Becord Ssction Mout
Chosed Bession Frubash Bgcorg Seclion Mryt

b, Bergunel Matlers purisnt (o Goyemment Code 53957 Frubash Eecond Itam Maut

Click on an item title to view item details. Minutes

Click Record Item/Section Minutes next to each item/
section to record minutes.

Enter text directly into the text box and/or use the
HTML editor screen to format minutes.

Click the [E]mposT recommenpaTion | button

to import the recommended action into the
minutes. (This field may not be used or may have been
renamed per your site’s customized needs; contact CSBA

for details.)

Click SAVE or SAVE AND CLOSE to save your input.
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= Recording Votes

Board members marked as
attending a meeting will show in the
minutes window for voting items.

Motions and votes can be
recorded individually by clicking on
the appropriate radio button next
to the voter.

If all board members vote the
same, click YES, NO or ABSTAIN in
the Set All Votes To: row.

If no radio button is marked, votes
will display as “No Vote.”

Nate: You mMust mgister  voter as an a\:mﬂn bafara thay will appear on the ballat.
. Pl:;-:'l. Ed'l\'.l'
| at al vons o1 ":&-"“ 1..":..;."".-“... [Vez] | [No) | [Abstoin | |[Fiecuse | [ HotFresem |
| Bmard Hembee | ) o Dul M[ D'MI_ L_“:__ LMot Prosar
| mastraninz | 8 | © | Orves m| D‘lhﬂzlh 'Qﬁ!ﬁuﬂ‘ :
[ ossrdriambert | O | O | Oves BOIRENON
Omord mambard | O o Chves [N |
ilndu-nh-l I o o Civar B8 O

NOTE: Currently a unanimous vote shows as “Unanimously Approved/Rejected.” Board member
names can be listed with their votes, even if the vote is unanimous. Contact CSBA for details.

= Publishing Minutes

Check Publish next to a section to make minutes available to all users.

Discussion ltems
a.School Boundary Chanogs
Adjournmont

Heaven B

Clrublisn Becord Section Minutes

[ClPublish Eecord [tem Minutes

CIPublish Pucord Sectien Minules
Wingublbish all minutes

Use the Click here to publish all minutes link to publish the entire set of minutes for a meeting
for public viewing. Use the Unpublish all minutes link to hide minutes from public viewing.

Templates

= Meeting Templates

Meeting templates can be created from existing meetings. Once the template has been created,
it may be revised by clicking Meeting Templates under the AGENDA ADMINISTRATION menul.

AR

Spacial Masting
Regular Meoting

Beer
o

Meeting Templates

Q700 PM
ariop e

Click EDIT to view the Meeting Template Inspector page. Edit the information on this page in
the same manner as the Item Inspector page.

Click DELETE to delete a template.
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= Item Templates

Item templates control available fields for agenda items. Templates can be added and edited
from the Item Template link under AGENDA ADMINISTRATION.

- Click EDIT to change an ——
existing template.
Item Templates
- Click ADD to add a new
item template. s Duletn
B = L
Financial 1 t P
Different types of ﬂm i a
information may be B eer | Consant item =
I’equired for an item - Hm infarmational [rism ﬂ_.uu“
that is information _ :
only as compared to Erorr | Bxscutive Session Berun
a consent or closed Bl Informational lems e
session item. @eerr  Test Board Action e —
B disnnatest = e

Add or delete fields by using the arrows in the center

of the screen. Highlighting information and

clicking the arrows moves items between the Available Fields and the Fields on Document column.
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ki

Irplerssriuton Date anplats)
Pty Foe e [NRES0) |
G ol fioci Fole)

Trre Cerae BT Ciras]
]

Diamnsesh Rar iEcinAgencm

T fule]

Pt e o i (o gt i b |

(i Tie st el o
CORT MY MCONaaFaE)

Barmey (1w ma

Fus b Hhpoiord rded (Wyqrandeada]

[REATE T

VL el

Aanocicis Fie bacsnents fllasfackness
Lecouron Bevacn [roefdcatal]

Firtarial kst i sariadrpact

Contm (COTec
| Qarmh Zarrvery kb i 3 [l abacy
| Firbremu {-aerals

-
olld Dyl ted Pl To o
Tempize)

-
R Sl P o Bem
Tomplon)

Note: If the item
template has
previously been used
for agenda items, data
could be lost if fields
are deleted from an
existing template.

Items will appear on the ltem Template Inspector page in the following order, regardless of the

order in which they are selected.

s
micvinn ives

wakiby
i ot e

| el e .
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[P

Caution: /f you enter
too many characters
in a limited character
field, the information
will not save.
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See the descriptions of item template fields below for more details on their use and placement on agendas.

Note: Some field names may be changed per your district’s needs

Alternatives: Adds Alternatives input field of 512 characters on the item detail screen.

Associated File Attachments: Adds function to attach supporting documents. Links to attached
documents appearing under Supporting Documents on the item detail screen.

Board Action Taken: Adds field for recording minutes.

Can Vote: Adds Can vote on this item check box. When box is checked, (V) appears next to the
agenda item.

Consent Item: Adds Consent Item check box. When checked, (C) appears next to the agenda item.
Contacts: Adds Contacts input field of 512 characters on the item detail screen.
Details: Adds Alternatives input field of 2048 characters on the item detail screen.

Discussion Item: Adds Discussion Item check box. When box is checked, (D) appears next to
the agenda item.

Executive Session: Adds Visibility section to the Item Inspector page; including check boxes for

DO NOT USE and Limited/Board View. Note: California districts will be in violation of the state’s open
meeting laws if they check the DO NOT USE box.

Check Limited/Board View for closed session items. When checked, the Title and Quick Summary/
Abstract fields will show on the agenda for all users. Further information is visible only to users
having confidential items permission.

Financial Impact: Adds Financial Impact input field of 2048 characters on the item detail screen.

Goals: Adds a list of district goals, with check boxes, to the Item Inspector page. Goals boxes may
be checked to indicate that an agenda item relates to a goal.

Implementation Date: Adds Implementation Date input field of 255 characters to the item detail screen.

ITEM: Automatically appears in Item Inspector page. This is the 1024 character input field for the
title/description of the item.

Online Documents: Adds function to create supporting information online. Online documents
appear under Supporting Documents on the item detail screen.

Quick Summary/Abstract: Adds Quick Summary/Abstract input field on the expanded agenda
and may be printed with the agenda. There is not a limit to the number of characters in this
field; however, the more information included, the longer it takes to display. For large amounts of
information, attach a supporting document.

Rationale: Adds Rationale input field of 2048 characters on the item detail screen.

Ready for Meeting: Automatically included in Item Inspector. Creates a check box to mark whether
the item is ready for the meeting.

Related Hyperlinks: Adds function to link to a specific web page. Hyperlinks appear under
Supporting Documents on the item detail screen.

Requested Action: Adds Requested Action input field of 2048 characters on the item detail
screen. Appears in minutes with Import Recommendation button.

Summary: Adds Summary input field on the item detail screen. No character limit; however, the
more information included, the longer it takes to display. For large amounts of information, attach
a supporting document.

Time Certain: Adds Time Certain check box. When checked, a time can be input to indicate a specific time
in the meeting that the item will be heard. The time entered will appear next to the item on the agenda.

Votes: Required field for recording votes when taking minutes.
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= Goals

District goals can be entered so agenda items can be related to a goal. When the goals feature is
used, a Goal Scorecard will appear at the bottom of the meeting agenda showing how many agenda

items have related to the specified goals.
Under AGENDA ADMINISTRATION, click Goals.

Goal Tnspector

Geal Hame [[3asl 2 2008
Goul Descrplion |pepcriprion of Goal & for 2005

Goal Code | 200
Deactivated J Hidden [Clves

[ T ) [T

Hotica: This goal has agenda items associated with 11, 0o not change the "meaning” of this goal.

T
Gerals
=[5 Goal | 7005 ] wtan = C]
e Goal 2 7008 ' s e
ST - Click ADD or EDIT to bring up

the Goals Inspector page.
- Add or revise information.

- Click SAVE to return
to the Goals page.

Caution! Goals from
previous years may be
hidden or deactivated, but
should not be deleted if
they have agenda items
associated with them.

Meeting administrators have the ability to create new users, edit user preferences, and change

users’ passwords.

% Setting Uo New User A :

To access user accounts, click on Users under USER ADMINISTRATION.

Click ADD to add a new user. Details about the fields on the User Inspector page appear on the

following table.

Users

SBCOEFGHIJKLMHOPORSTUYWRY Z AL
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“User | tor field

User Inspechon

East & Last Hams
Cemanization
—
Passwond {Agam)
Expation
Bl #coount i sctive
[ wser can vote
[ lnchade in meeting roil cal bt
] Sussiruier - uss sassdully, This bppassss i Wblah Ingina and sllnd smess b seaty Bor of Wea Fpaiam

Eolg. | mAgunde -

Hewn Fun

Name the user will used when logging into AO.

Userlb 1 b's are case sensitive.

Will store the user’s e-mail address.
Email Caution: Field can be left blank. E-mail features
are not available.

Stores the user’'s name; this is the name that will be

First & Last Name displayed when the user logs into AO.

Organization Can be filled in or left blank.

Password and Password (Again) The password must be entered twice; entries must match.

AO will default a date; access will not be affected
by this date.

Account is active Check to make a user active; uncheck to deactivate a user.

Expiration

Check to have user’'s name appear on the roll call list while

User can vote recording minutes and votes.

If the check box for voting is checked, this will

Include on meeting roll call list automatically be checked.

The drop-down menu lists the available user roles. A user’s

Role role determines the user’s access to AO features.
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» Editing User A l

From the Users page; accessible from the USER ADMINISTRATION menu:

[ T

Users

ABCDEEGHIJELMNOPORSTUYWXY Z AL

B Member, Baard 05/30/05 ¥ v bowd ATEVE (DassEate) - L]
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= Member3, Board 05/26/05 ¥ v boam3d ASHVE (Reatisare) Hown
B0 membar+, hoard 06/27/05 ¥ oo b+ Aotive (DEammat [~ (T
[+ B0 Memburt, 8o Dpasaame ¥ 7 bowds Active (Rananat) - B

- Click a letter or ALL to display users that have already been created.

- Click EDIT next to a name to edit the user’s preferences.

- See the User Preferences section for details about user and group roles.

- Click SAVE after making necessary changes.

= Deactivating Non-Voting Users

Regular, non-voting users can be
deactivated in one step.

1. Login.

2. Click on TOOLS.
Mp to i8St names starting with |
. PCDEFGHIIELMNOPQRETHY WY AL

3. Click on Users. G wew tmewm e e M wea
. E Adrwatiohs ey e v T
4. From here, you can click the word PSS R M
“Deactivate” next to the user. The ‘ beompintann povarel e St
user’s status will change to “Disabled.” - Yo bbbt ase s
e I:- adysn :1- ;_‘
e 1 : Lt - :  Lsaz s

Deactivating board members requires

preplanning and requires a few steps. First,
make sure you have taken attendance and
votes for the meetings in which the board [———
member had been involved. Then proceed with e
the deactivation steps below. '

1. Login. = -
2. Click on TOOLS. o
3. Click on Users.
4

. Click EDIT next to the board member you
wish to deactivate.

NOTE: Do not delete a board member. Deleting the board member’s user account will delete their
entire voting history!
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5. You will need to uncheck the boxes next to: “Account is active” and “Include in meeting role.”

6. Click SAVE.

Are you still seeing a former board member’s name appearing in the printed minutes?

If the current meeting being used was copied from an older meeting (not a template) in which

the user account may have still been active or attendance was recorded for a meeting prior to
deactivating a user account, the board member’s name may still appear on the printed version of
the minutes and the user accounts will not show in the record meeting attendance screen to be
unchecked. The steps below will fix the problem, in most cases. If you do not obtain the desired
results from the steps below, please contact CSBA for assistance.

1. EDIT the user’s account from the Users page. LT cmiapendaontine e

2. Check the boxes next to: “Account is active” and
“Include in meeting role.”

3. Click SAVE.

4. Navigate back to the meeting(s) minutes and
uncheck the member from the “Record Meeting
Attendance” screen.

5. Go back and follow the steps for deactivating a
user account.

@ Sending M to Active U

Do you have important or emergency information to be conveyed to all users? Text will appear for all

views, including the public view.

1. Click on Send Message to Active User under USER ADMINISTRATION.

wirsain Tne AN Arthee | berrs

B WD Vi s wil fim gl im0 e o il sy i s cinal e i i b S

- =

2. Enter text to be displayed in the box and click SUBMIT.

3. To remove the displayed text, follow step 1. In step 2 delete, instead of enter, text.
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Creating Ite

A feature you may choose to have added to your AgendaOnline site is the ability to track an item’s
status as it moves through the submission and review process. Contact CSBA to have this feature
turned on.

Only authorized users, usually meeting administrators and reviewers, can create, edit, and delete
item status labels.

1. Click TOOLS.
2. Click Item Statuses under the AGENDA ADMINISTRATION menu.
T imacw
Admendstration Tools
@ sem animerasron @ vun sommernsnon
! EE II:.QE uEE'_:'_
Hesting Tercistes Esthunld Indies
Pty Tompmuflg ke Serey Mass To Aetiv
Gzoals [HiaFs a0 Sant [o Al aCUvE UTars na; hina thay revesh Faga)
akem Shaiuses 3
Eeulaw Sihmitted Ttems

3. The Statuses page will appear. From this page you can ADD, EDIT, or DELETE statuses.

Statuses

Heee  Maws  Haws Deee

B Mg by Cacet L] - Lo
e Ennerwd oy Henartment Heed Llat] e

a

Ber T Sadieriter o G911 Acie S

- EBaaesed Dy Sucentinndert Acine = L

& Coattive Inern Steria corft Ba delated
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= Adding a New Status

1. From the TOOLS page, click ltem Statuses.
2. Click the ADD button from the Statuses page.

3. Complete the Status Name and Status Code/Order fields. To have the status active and usable,
leave the Deactivated/Hidden box unchecked.

stalus Inspeclor

SEaius M

SEabui Code / Ondar

Deachivaied j leddon [ves

Blsancn um

4. Click SAVE to save the information or CANCEL to delete.

Note: Once a status is added, it cannot be deleted from the list. Using the DELETE button only
deactivates the status.

= Deleting a Status

1. Click on TOOLS then Iltem Statuses.
2. Click the DELETE button next to the appropriate status name from the Statuses page.

Sratusas

s —
[ I by LT azrive = E
[ Fereewed by Department bead kst =

3. The status will change to “Deactive.”

= Reactivating a Status

1. From the TOOLS page, click on Item Statuses.

2. Click the EDIT button next to the deactive status from the Statuses page.

3. Uncheck the box next to Deactivated/Hidden on the Status Inspector page.

Note: If items currently in review are using this status label, the following message will appear: “Notice:
This status has agenda items associated with it. Do not change the “meaning” of this status.” This
assures that changing the status does not affect pending reviews by other individuals.

4. Click SAVE.

= Changing Item Statuses

In order to change an item’s status, the meeting administrator must first have set up item status
labels and given a user the ability to alter an item’s status. To turn on this feature for a group or
individual, see the “User and Group Preferences” section.

1. Access the Item Inspector screen one of three ways:
a. Click EDIT next to a submitted item.
b. Click APPROVE, and then EDIT, from the Submitted Item Browser.

c. Add/Submit a new item to the agenda.
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2. From the Item Inspector screen, use the drop-down menu next to the Status field on the right side
of the screen to choose the appropriate status.

e
It Inspectar
»
ne™
Prem T T wililed 1o spewin
1 asncyfor ity e In the item to the
dpnl 13, 2007 |
e S A— right, the status
Ty ey & is “Reviewed by
o r " Tiwm Cabinet.”
Iimci s s 4 e s iy e
ioiias:
Herdin El s cortuee |00 B [0 B Elom
Comnuncals, Coordnm L Celishorate |

3. Make any other necessary changes, then click SAVE or SAVE AND CLOSE on the bottom of the
screen.

=Viewing an ltem’s Status

There are two ways to check the status of an item.

1. From the TOOLS menu, click on Review Submitted Items or Submitted Items. Next to the appropriate
item, click View, Edit or Modify.

2. Open/Edit an item from the agenda.

GPS EAgenda Meeting: Testing Meeting 1 1, Broad: Querview/Strategies

Crasted : March 14, 2007 st 02:37 PM The item status
line is located

ways to become a TEAM | under item name

April 13, 2007 - and meeting

Status: Ta Subrmitter for Edits — . - . _— _— !
date fields. In the

example below,
the item status is
“To Submitter for
Edits.”

Quick Summary / Abstract
Learn ways to work together on collaborative projects.

Requested Action
Review strategies.

For more information about editing the Item Inspector screen and using the Submitted Item Browser,
refer to the “Submitter,” “Reviewer,” or “Meeting Administrator” sections.
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Static snapshots are helpful for individuals who want to view the meeting, including all closed
session items and attachments, while not connected to the internet. Static snapshots are also a

highly recommended way to keep meeting records.
CSBA recommends using this function to make a backup before each meeting. The offline version
may be used if internet connectivity is lost during a meeting.

Creating Static

Only authorized users can create a static snapshot. These snapshots create a .zip file which
contains all the agenda information, including attachments and confidential items. Once created,

only users who have been given access can download the file.

To create a static snapshot:
1. Enter the appropriate meeting and click EDIT MEETING.

ﬂ mdamzs | memciE
(B v iz
frus  Bonisw [ e ——
s Piglehary Infermaten %) o

PO Dl b

waacder Information, for example publc Fput instrucbons and information. From CSEA samgple Board Bylaw 9322 "The sgenda shall
penradn mambary of the public the sppartunity to addeess the Board on any agends item bafore or dunng the Dosrd's conmdsration
al the dam. The sgends skl alis pravids merSerd of he puisic & Sppaniumty 1o leihfy 3 fegull mastingd onf matten wheh an
nat on the agarda bt whh are withn the suliisct matter jursdetion of the Board. (Bducation Code 35145, % Govarment Code

405437

1 & ol toorger & amitis

2. Scroll to the lower portion of the screen and click GENERATE STATIC SNAPSHOT.

auxiliary aids and services, im oeder o participate in the Board mesting

requicres digability-relatsd Accomsodations of modifications, including
|PBOULA COntasT Che Super intendent or designes in eriLing. fQuot:</Brafpx

.“H HTHL EGITOR

static [ etmimars vrane massor
Enapshot This will create static html files, falders and supparting images and filas into & dirsctory on the applcation
wBrver along with & .zip archive that users can downlosd from the masting page.

attach additional Documents
DoCumants B arraen [Made wurn pase sawe Bhe ibeas befare sdoig Files.}

prass EwesTmeGT L mesting a3 a template for future meetings.

3. An underlined link, which reflects the date and time the snapshot was created, will appear. This
is the link to the .zip file containing meeting information.
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Only authorized users, usually the meeting administrator and board members, can download static
snapshots. Caution: Do not download the meeting to a computer used by others, as it can contain

sensitive information.

1. Click the underlined date link accessible from the Meeting Inspector screen

or under the Offline Version section on the agenda page.

2. Click DOWNLOAD NOW to download the .zip file to your computer.

CmacE

File Name: 15_00002 5p

Fllg §lza: 1,235, 764 bytag

Wou are about to download a file,

Estimated Download Times
33.3 Khe Madem T Minubas
34 Kb Madam 4 Miustad ¥ Sa,
LT0 Kbe I50H T Minutar § Sacr.
RS alde 0 Misiutas 43 Sas,
1.9 Mbr TL O Minubas 83 Sacs.
10 Mg LA B Mitag 3 B
sowiLoaD s

3. Click Save to save the file to your computer.

You are about to dowrdoad & file

e Narma: 1500000, 50
Fllm 8ira: 1,235 Tha bytes

¥ e Dovwerilsad

L T T

I:= s 15 OO0 g
T Wrlip fis, L 1THE
P, i ibs gl ol

I B

Carsl

(e b b bk o B by o i

B e T T

ol gl tamgade, 1 juies e ol Wt s e 8
‘w'tuls e mh ¥

ran puisendy
fid o b

4. Double click the .zip file and extract the files to a location
created on your hard drive.

& 7:\My Documents

File Edit Wiew Favorites Tools Help

@ Back - 'J 13 )_) Search

llj Folders v

Other Info

P Official Attendees
P Offline Yersions

on your hard drive. A folder will be

Address |2 2:\My Documents

v|G0

File and Folder Tasks L

Other Places

S Jo-Anne on
‘eshallps-share|polserviPa
271

B My Documents

Q My Cormpuker

'8 Iy Metwork Places

— ==
¢ U 15 0000z

1,207 KB

15 00002, zip
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5. Open the folder. The folder contains additional folders and an index.html file.

GM-J 1'/mm_r.t|n!T£|.
] qu
| s
L
o o | _— !_,_,--'r'l's
1) e Loy
o H Coegam |
A bt e L i
T
-
[
—
-_E
==
8]="
WL Do

6. Double click index.html to open the meeting. It will open the meeting agenda
in your default browser.

At this point you can click on any links as you would when accessing the meeting online.

Note: These steps may vary slightly depending on the file extraction method your system uses.

Deleting a

Only a meeting administrator can delete a static snapshot. Deleting the file will NOT delete the
meeting. It only deletes the static snapshot.

Meeting notices and agendas shall specify that an individual who reguires
disability-related accommodations or mwodifications, including auxiliary

aids and services, in opde
contact the Superintengiisnert il A
ﬂPEH HTHL EDITOR

LS ? ) Are you sure vou would like to permanantly delete this file

atil: EENEH.ATE STATIC SMNAPSHOT

hot This will create static html
server along with a .zip arg|

[ OF ] [ Cancel ] ectory on the application

FE  crestes Sep 28, 2005 at 12:38 PM < Recent

To delete snapshot, click the small red [ next to the file name.
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This section outlines the various AgendaOnline buttons and icons.

General Buttons

Some users may not see all the buttons or icons listed below. An asterisk (*) indicates items that

function for authorized users only.

Button/icon

Screen found

Function

Searches all published meetings for

Homepage keyword entered
- Saves data entered in
Multiple fields on screen
|  Saveand Close Window |
Multiple Saves da_ta entered and
u P closes window
— P 8 Saves data entered/submits data to
lt.ﬂﬁ' ] Multiple agenda
] cancel g Cancels transaction/
Multiple does not save entered data
Sl DELETE 8 Deletes selected fields/
n Muitiple does not save screen
o= ] Moves directly to next item detail
i SRV IVEN feznn without going back to full agenda
N 8 Moves directly to prior item
wi PREVIOUS ITEM ltem detail detail screen
CimACK Multiple Moves back to previous screen
Wcouiarss Agenda Closes all sections; section
and item details hidden
l“,m Agenda Opens all sections; section

and item details visible
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Button/icon

Screen found

Multiple*

Function

Adds a new agenda item

ﬂnnmu FILEHYPERLINK

Iltem Inspector*

Allows users to attach a
supporting document

Attach File/ Allows users to search for
Browse... Hyperlink files to attach
. Downloads a previously attached
*
| DOWNLOAD NOW Multiple supporting document
wm T Dssesion Shows how items will appear on
P agenda
] Click on icon to add a sticky
3 *
--I Agenda (personal) note
Displays when an item, section, or
£ 3 ’ ’
ﬁ Agenda agenda has a sticky note
Closes or opens details; *allows
A Y Agenda sections or items to be moved up or

down

[2] oren HTHL EDITOR

Iltem Inspector

Opens a new window with an editor
to format data

Adds information, depending on

=lapop inle*
'."“ Multiple access screen
EoiIT S EDIT Multiple* Allows changes to data
. Copies information from one section
-» COPY Agenda or agenda to another section or
- agenda
. . Printable -
| Generate Primable Version | A Formats agenda for printing
S RESUBMIT Agenda Submits item to new meeting via

submitted item browser

Agenda

Online
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Meeting Admini

The buttons below are specific to meeting administrator functions since they have the ability to
perform functions not available to other users.

Meeting administrator Screen found on Function
only buttons
lﬂ:m MINUTES Agenda Opens Record: Minutes & Attendance
ia screen
ﬂnll.m-l MEETING Agenda Publishes an agenda so it appears on

the calendar for public viewing

gmm Agenda Removes an agenda from public view

Creates an offline version of the
meeting; includes all attachments

Saves meeting format to be used as

[B] cenenate stamic snarswor | Meeting Inspector

uuﬂu_'mﬂ.n‘rl Meeting Inspector a template for use in future agenda
creation
.ll"ll'l'llf MEETING . Shows how the agenda will look with
ﬂ Meeting Inspector newly added information
lDHﬁC‘IIOI Meeting Inspector Adds a new section
.mmrmmmm Record: Minutes and Ifnpo_rts thg Recommend_ed Action
: Attendance field into minutes (if applicable)
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Before editing a user, please review the following user and group preference details. Preferences can
be added or deleted for the different group roles or for specific individuals by clicking the User Role
Preferences link under the TOOLS menu.

The preferences below may be used to provide user access to AgendaOnline features. Some
preferences work independently of other features. Depending on the nature of access needed,
multiple preferences may need to be used to achieve the desired access results.

» -
Causes TOOLS to appear; needed for any
canAccessTools function that appears under General, Agenda, or
User Administrations or Application Preferences.
canAccessUnPublishedMinute Allows users to view unpublished minutes.
Controls ability to add an agenda item to
canADDAgendaltem a meeting.
. Controls ability to add a hyperlink to an
canADDHyperlinks agenda item.
. Controls ability to add an online document to
canAddOnlineDocumentsToltems an agenda item.
Controls ability to add a user.
canAddUser Dependency= canAdminUsers
Controls general access to the user
canAdminUsers administrator.
Dependency= canAccessTools
canApproveSubmitteditems Contr<_)ls at_>|I|ty to approve, edit and delete
submitted items
canCreateAgendaltem Controls ability to add an agenda item.
Controls ability to create higher-level entities in
canCreatePrefWalletEntities | the PrefWallet engine.
Dependency= canAccessTlools
. Controls the ability to activate/deactivate users.
canDeactivatelser Dependency= canAdminUsers
canDeleteAgendaltem Controls ability to delete agenda items.
canDeleteAgendaltemFiles Controls ability to delete an attached file.
canDeleteHyperlinks Controls ability to delete an attached hyperlink.
canDeleteOnlineDocsFromltems Control ability to delete online documents.
Controls ability to delete a user.
canDeleteUser Dependency= canAdminUsers
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canDownloadStaticVersion

*Static versions are only available if an
authorized person has created one.

Controls user’s ability to download a static
meeting version. Do not give this permission
to anyone who is not authorized to view
confidential documents.

canEditAgendaltem

Controls user’s ability to edit agenda items.

canEditAgendaltemFiles

Controls user’s ability to add, modify, or delete
item file attachments.

canEditGoals

Gived access to add and edit goals.

canEditGroupPrefs

Can access the pref management tools.

canEditHomePage

Allows a user to edit the contents on the
homepage.

canEditHyperlinks

Allows a user to edit the associated
hyperlinks.

canEditOnlineDocs

Allows a user to edit the online document text.

canEditPrefWallet

Allows a user to access the pref admin tools.

canEditPrefWalletPrefs

Allow a user to access the prefs component of
the pref admin tools.

canEditRoll

Part of the minutes feature; allows user to
record and edit the meeting roll.

CanEditStatus

Allows user to add, edit or delete item
statuses (Site must be configured for this
ability to function: ask CSBA for details).

canEditUser

Allows user editing.

canFlagAgendaltemCommentsForResponse

User can check that a comment needs a
response. Not recommended for use.

canMarkAgendaltemReady

User can mark agenda items as ready for
meeting and alter an item’s status (If site is
configured for Item Status ability).

canPostAgendaltemComments

User can post comments about an item.
Not recommended for use.

canReadPostedComments

User/group can read posted comments.
Not recommended for use.

canRebuildindex

User can reindex the database.

canRecordMinutes

Allows user to record minutes for a meeting.

canRecordVotes

Allows user to record votes for a meeting.

canReOrderAgendaltem

Allows user to access the ordering tools.

canReplyToAgendaltemComments

User can post reply to agenda item
comments. Not recommended for use.

canReplyToFlaggedAgendaltemComments

User can only reply to flagged comments.
Not recommended for use.

canReviewSubmitteditems

Allows user to view submitted items. No edit
rights are given.

canSubmititem

Allows user to submit items, attach supporting
documents/hyperlinks, edit the submitted
item until it is approved for the agenda and
resubmit items.

canUploadAgendaltemFiles

User can use the uploader to attach files to
agenda items.

AgendaOriline
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User can view confidential and closed

session items. Only users authorized to

view confidential documents used for closed
session items should be given this preference.

canViewConfidentialAgendaltems

canViewNonReadyltems User can view non-ready items.

Number of days for recent changes to show

recentChangeThreshold icon on agenda.

canUseStickyNotes User can use the sticky note feature.

Group Preference

Recommended group default settings are listed below. Group preferences can be changed to meet
individual needs. Individual accounts can also be edited to meet individual role requirements.

= Group Role Settings

s N\ F
3 53
LA <
pfd 5589
S5/ 8§ L /85 &
5§/ 5 /35§85
§0/ 5 /8§§/8§5/ ¢
canAccessTools e o o o o
canAccessUnPublishedMinute ® b
canAddAgendaltem -
canAddHyperlinks —
canAddOnlineDocumentsToltems i
canAddUser ® o
Some districts may have
. Y board presidents who
canAdminUsers review agendas before
. ® publishing. In that case,
canApproveSubmittedltems the president may be
given an extra preference,
canCreateAgendaltem ® canViewNonReadyltems,
on tpp of board member
canCreatePrefWalletEntities | ® settings.
If your district is
canDeactivateUser | ® cgnﬁgured to track
° item statuses, optional
canDeleteAgendaltem preferences (marked with
*) must be turned on
canDeleteAgendaltemFiles | ©® for certain individuals or
groups to use this feature.
canDeleteHyperlinks ®
canDeleteOnlineDocsFromitems | ®
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canDownloadStaticVersion

canEditAgendaltem

canEditAgendaltemFiles

canEditGoals

canEditGroupPrefs

canEditHomePage

canEditHyperlinks

canEditOnlineDocs

canEditPrefWallet

canEditPrefWalletPrefs

canEditRoll

canEditStatus*

canEditUser

canMarkAgendaltemReady

canPrintBoardPacket

canReOrderAgendaltem

canRebuildindex

canRecordMinutes

canRecordVotes

canReviewSubmitteditems

canSubmititem

canUploadAgendaltemFiles

canUseStickyNotes

canViewConfidentialAgendaltems

canViewNonReadyltems

AgendaOriine

Some districts may have
board presidents who
review agendas before
publishing. In that case,
the president may be
given an extra preference,
canViewNonReadyltems,
on top of board member
settings.

If your district is
configured to track

item statuses, optional
preferences (marked
with *) must be turned
on for certain individuals
or groups to use this
feature.
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