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BROWSER SUPPORT

PrimeGov works best with Chrome. Firefox and Edge are also supported. Internet Explorer
should not be used with PrimeGov
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Introduction to the PrimeGov Meeting Process

Hi there, thank you for using PrimeGov! We have put together this quick guide to help PrimeGov
users get familiar with the pre-meeting, in-meeting and post-meeting processes in PrimeGov.
We hope this guide acts as a helpful reference for new users and those looking for a refresher.
Please reference the Table of Contents on page 2 to access specific areas in this document.
You can also explore our knowledgebase for additional resources and training materials.

This is guide is intended for users carrying out meeting related duties. These duties
are broken down into three stages of the meeting process:

1. Pre-Meeting
2. In-Meeting
3. Post-Meeting

Please note, you may not have some features outlined in this guide. Features like comments
and speaker management are additional add-ons to contracts. Additionally, your permissions
may not include all functionalities outlined in this guide. Please contact your main PrimeGov
administrator with any questions.
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Pre-Meeting Process

The Pre-Meeting Process includes all actions before a meeting starts — this guide walks a user
through the process of creating and publishing an agenda. This includes but is not limited to
adding items to an agenda, scheduling meetings and compiling agendas.

The Pre-Meeting process in PrimeGov consists of the following steps:
Schedule a Meeting

. Add an Item/ Complete and Submit a Form

Finalize Agenda
Compile and Publish an Agenda

Main Pre-Meeting Areas in PrimeGov

Menu Item Description Menu View
This is the to-do area. Any tasks B

Tasks assigned or delegated will be here for Tasks
action.

Forms Forms allow users to submit an item to B  Forms
start through a workflow for approval.

This is where the meeting schedule lives.
Meetings Existing meetings and new meetings are i Meetings

managed here.

Dashboard

Admin >

Tasks

Committees

Documents

P | | @ | &

Forms

ltems

Meetings

18

Reporting

v
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The following views guide the user through the process of scheduling a meeting through
existing templates or ad-hoc.

The meetings view shows proposed meetings (reoccurring schedule holds) and scheduled
meetings confirmed on the calendar.

1. Open the left sidebar menu and select Meetings.

¢ [l
{ @
B

Meetings [ R
il L June 2020

aaaaaaaaaaaa Tuesday Wednesday Thursday Friday saturday

Rl @ | » o % @ o =

The upper right corner of the page has view options for the page. Highlighted in the image
below, the information can be viewed by month, week, or day. The calendar view can also be
changed to a list view. The calendar view is by default and is the icon on the left, in the image
below. To change to list view, select the list icon on the right, in the highlighted box below.

§ English Your Name Here

Month | Week Day

Friday Saturday

u] b

Coundil Regular Meeting
der Mifflin Gity Coundil
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The PrimeGov system allows meeting templates to show on the calendar to allow for easy
visibility of reoccurring meetings and quick creation. This saves time by knowing the standard
meeting template is applied when the meeting is created or open a meeting (green to blue) for
agenda items.

Proposed meetings are green on the PrimeGov meetings calendar.

These are reoccurring meeting schedules set up with each Committee’s meeting templates. Any
committee meeting times that were scheduled to reoccur will appear on the calendar as a
green meeting. The green meetings are considered proposed meetings because they are not
open to add any items to the agenda for that meeting. A proposed meeting must be scheduled
to “open” the meeting for items on the agenda. Scheduled meetings on the calendar are blue.

Scheduled meetings are blue on the PrimeGov meetings calendar

These are meetings that were “opened” to add items to the agenda. Scheduled meetings can be
created from the add meeting button or from a proposed (green) meeting.

[
June 2|
nday Tuesday Wedne!

1 2

1:48p City Council Regular Meeting  {11p City Council Reg

8 9

1:48p City Council Regular Meeting
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Scheduled meetings can be created from the add meeting button or from a proposed meeting.

Add Meeting Button

The add meeting button is in the upper left area of the page. To create a new meeting:

1. Select Add Meeting.

Dashboard > Meetings

Sunday

vietings [ EEE IR
< > Today

Monday

© N Ok DN

Complete information in the Create Meeting popup window.

Select Committee from the dropdown.

Select Meeting Type from the dropdown

Add a Title for the meeting

Select the Date of the meeting

Select the scheduled Start Time and End Time of the meeting

Select the appropriate Public Options: Allow Public Speaker and Allow Public

Comments. *Public options are specific to each implementation
9. Select Conference Options: adding Zoom to the meeting. *Zoom is available if it is part

of the implementation
10. Click the Save button

Create Meeting

Public Options

Allow Public Speaker m] Allow Public Comment

Conference Options

Add Zoom

SAVE CANCEL

Converting a Proposed Meeting into a Scheduled Meeting
1. Select the green proposed meeting to schedule and open for items.

v
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2. Confirm the meeting title and select Save.

Create Meeting

SAVE CANCEL

Pre-Meeting Area

After a meeting is scheduled, the pre-meeting area is available with the agenda sections and
items. Each meeting is created from a pre-defined template.

This pre-meeting area is the main work area for the Clerk to review and edit the agenda before
compiling and publishing the agenda.

Dashboard > Mestings > Pre-Meeting

BOARD OF ALDERMEN REGULAR MEETING TEST - 07/17/2020 a v

CALL TO ORDER

PLEDGE OF ALLEGIANCE

e B0 oo

INVOCATION

ROLLCALL

R

AWARDS/RECOGNITIONS:

EMPLOYEE OF THE MONTH:

A, RECOGNIZING JOHN PATE OF THE POLICE DEPARTMENT AS THE EMPLOYEE OF THE MONTH FOR ABRIL, 2020 TO BE PRESENTED BY ALDERMAN KEVIN MCCONNELL

PROCLAMATIONS:

A. PROCLAMATION: RONALD MCDONALD HOUSE WEEK - FEBRUARY 10-16, 2020

SPECIAL RECOGNITIONS:
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Each agenda has a dropdown menu with additional options. The menu dropdown for the pre-
meeting agenda options is in the upper right side of the agenda display in the meeting title bar
(shown below).

+ ADD SECTION

L EDIT DETAILS

WMEETING MEDIA

ol TRIGGER POST-MEETING
+IMPORT AGENDA

+BULK ATTACHMENTS

(® COPY ITEMS TO OTHER MEETING
+ APPROVE MEETING ITEMS

Agenda Options Description

Allows the user to add Sections to the Pre-Meeting area.
Add Section The headings of an agenda are called Sections in the
PrimeGov application

The edit details selection will take the user to a details
Edit Details area of the meeting. The user will be able to configure
settings for the meeting in this area.

The meeting area will take the user to a compilation area
Meeting Media for the Agenda, Minutes and Packet. This will take the
user to the same screen as the printer icon.

This provides the user with post meeting action
Trigger Post-Meeting functionality. Please note: this portion is not included for
each client.

v
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This area allows for the user to upload a Microsoft Word
version of the Agenda. This selection is based on
decisions made during configuration. If using PrimeGov
templates, this area will not be used.

Import Agenda

Bulk Attachments This allows to user to upload multiple attachments to an

item.
Copy Items to Other This allows the user to copy items from one meeting to
Meeting another meeting (in the future).

This allows the Clerk to approve the meeting item from

Approve Meeting ltems the Pre-Meeting area instead of going through workflow.

The headings of an Agenda are Sections in PrimeGov.

Items are the subjects for consideration during the meeting. Items are added to the agenda
under Sections. When using Forms in PrimeGov for Item approval: the title for the item will be
displayed in the pre-meeting agenda.

REGULAR AGENDA: —_— — — — -
Section ‘

4. REPORT BY RACHEL WOOD ABOUT THE BRANSON CHAMBER OF COMMERCE YEAR-END 2019 MARKETING REPORT.
5. ARESOLUTION APPROVING A SPECIAL EVENT PERMIT APPLICATION FOR THE FIRE CRACKER 5000. — : Item ‘

6. A RESOLUTION AUTHORIZING STAFF TO NEGOTIATE TERMS OF AN INFRASTRUCTURE COST SHARE AND FEE REDUCTION AGREEMENT BETWEEN THE CITY OF BRANSON AND BRANSON AFFORDABLE HOUSING
PARTNERS. LLC.

7. PUBLIC HEARING AND FIRST READING OF BILL NO. 5829 AN ORDINANCE APPROVING THE ANNEXATION OF THE PROPERTY LOCATED AT 135 LAKE FRONT DRIVE. BRANSON, MISSOURI
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Add Section

When creating a meeting the standard template will apply for that meeting type, but sometimes
new or unique sections need to be added to the meeting. When this occurs, new sections can
be added by selecting the menu dropdown for the pre-meeting agenda in the upper right side of
the agenda display in the meeting title bar.

To add a new section:

1. Select the dropdown for the pre-meeting agenda in the upper right corner (shown
below)

+ ADD SECTION

£+ EDIT DETAILS

W MEETING MEDIA

I TRIGGER POST-MEETING
+IMPORT AGENDA

+BULK ATTACHMENTS

(2 COPY ITEMS TO OTHER MEETING
+ APPROVE MEETING ITEMS

2. Select Add Section
3. Enter the Name of the section
4, Click Save

Add Sections

Save Cancel
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The newly added section will appear at the bottom of the agenda. The user can move the
section to any location within the agenda. To move an agenda from one area to another:

1. Hover over the section that needs to be moved and identify the drag icon (shown
below).

g ]

2. Use the drag and drop method to move the section. Click, hold, and drag the
section to the desired location on the agenda and release the mouse button to place
the section in its new area of the agenda. Any attachments or associated items will
move with the section.

The Edit Details functionality will allow the user to access and edit the meeting information
such as title, location, description, and time of the meeting. Also included in this area: YouTube
video, timestamps, the meeting agenda template, roles within the meeting and cut-off dates and
times.

1. Select the down arrow next to the meeting media icon
2. Select Edit Details from the drop-down menu

=+ ADD SECTION

WMEETING MEDIA

™I TRIGGER POST-MEETING

= MPORT AGENDA

+BULK ATTACHMENTS

 COPY ITEMS TO OTHER MEETING
+ APPROVE MEETING ITEMS

Selecting Edit Details will open the Meeting Settings screen. The Details Tab provides the
information specific to the meeting in focus related to the title, description, location, date, and
time.

1. The Details Tab will be prepopulated with the information that the originator of the
meeting established when scheduling the recurring or one-time meeting.

v



Page 13 of 60

Board of Aldermen Regular Meeting TEST - 07/17/2020

DETALS ~ VIDED  ROLES  TEMPLATES  CUT-OFF DATES

Title: Board of Aldermen Regular Mesting TEST
Description:
Location Council Chambers - Branson City Hall - 110 W. Maddux Street - Branson, MO

Date

Time 07:00 PM to

Allow Public Speaker

Allow Public Comment

2. The Video Tab allows for modification of segment indicators within your recording(s)
associated to the meeting in focus. Adding video segments allows for easy navigation to
a certain portion of the video recording. Think of it like a video table of contents for your
constituents. If they only wanted to view the public comment portion of the meeting,
there would be a hyperlink for them to direct them to the exact starting point of that video
segment. Should an edit to the timing interval be required for a video, simply navigate to
the desired Section, or Item and add a new timestamp then click Save.

Dashboard > Meetings > Pre-Meeting > Meeting Settings
MEETING SETTINGS € &

City Council Regular Meeting - 06/04/2022

DETAILS  VIDEO | ROLES  TEMPLATES  CUTOFFDATES  ONLINECONFERENCES

d Pledge of Allegiance

Call to Order
Video Location: [00:0020 Ylmem
L= . "

3. The Roles Tab is where users are assigned the role they will have in the meeting. The
screen will show which users have been assigned to which roles, their title, voting order
and voting capability. Users can also be added and assigned roles.
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MEETING SETTINGS < @

Test Meeting - Douglasville (In Progress) - 07/28/2020

DETAILS VIDEO ROLES TEMPLATES CUT-OFF DATES ONLINE CONFERENCES

Show 10 Entries Search:

Name Title Role Vote Order Can Vote Present Option

Jim Halpert District 1 Representative Member 2 true true

Dwight Schrute District 4 Representative Chair 3 true true

Michael Scott District 6 Representative Member 4 true false
Showing 1 to 3 of 3 Entries Previous Next

1. Select Add User

= Add User

2. Select the User from the dropdown menu. Assign a Role and enter in their Title. You

1.

may also mark them Present for the current meeting, although that may also be done in
Roll Call. Additionally, they can be assigned the same role for future meeting by

selecting Update Future Meetings. Finally, select Add User once the desired
information is complete.

Add Users

User

Your Name Here

Role

Clerks

Title

City Clerk
Present [

| Update future meetings

ADD USER CANCEL

Select the pencil icon to the right of the user in the Option column.

v
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This opens the Add User menu. Make changes as needed, then click Update User to
save changes.

Select the trashcan icon to the right of the user in the Option column.

Select Delete from This Meeting to remove from the current meeting or select Delete
from This and Future Meetings to delete the user role from the current and future
meetings.

Are you sure you want to delete the user from this meeting?

Delete from This Meeting Delete from This and Future Meetings

The Templates Tab allows for access to settings that are set prior to starting the
meeting. The user can edit template settings for the meeting if required. It is advised that
template settings should be configured from the standard template. Please see the
section on editing Meeting Templates or reach out to the main PrimeGov administrator if
you have any questions.

The Cut-Off Dates Tab allows for time defined submission restriction(s) for items and
attachments specific to the agenda in focus. The cut-off dates will prevent PrimeGov
users from submitting additional items or attachments after the date(s) entered in the
cut-off fields. Cut-off dates may be entered for Items, Attachments, and Public Speaker
& Comments. All are optional and none are required. Should an edit to the cut-off dates
be required, simply select the Edit icon to open the page for modification(s).

Dashboard > Meetings > Pre-Meeting > Meeting Settings

Board of Aldermen Regular Meeting TEST - 07/17/2020

DETAILS VIDEQ ROLES TEMPLATES CUT-OFF DATES

Item Cut-off Date

The date/time at which peint public users cannot add additional comments or request to be a speaker at the meeting

Save Cut-off Dates
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The bulk attachments option will allow a user to attach multiple attachments to sections or items
on one screen. To add attachments in bulk:

1. Access the pre-meeting area and select the arrow icon in the upper right area of the
agenda page.

2. Select Bulk Attachments from the menu dropdown.

tings > Pre-Mesting
o
TEST MEETING - DOUGLASVILLE (IN PROGRESS) - 07/28/2020 a v
8 4 ADD SECTION
L 8 EDIT DETALLS
= . Call to Order
5 MEETING MED!
Mayor Rochelle Robinson EMEETING MESIA
B " TRIGGER POST-MEETING
FIPORT AGENDX
s 2. Iavocation 4BULK ATTACHMENTS
Reverend Dr. LaSonja Richardson of Love Christian Center
& 3. Pledge of Allegiance
Mayor Pro Tem Terry Miller
4. Amnouncements - Presentations
5. Minutes Approval
A Minutes of the legislative work session of January 30, 2020 and the regulas meeting and executive session of February 3, 2020
B Approve Minutes
6. Consent Agenda
A Utban Redevelopment Agency for a term expiring January 3, 2022
vy Miller
umber: ACT - 2020-100
B. Adopta resolution appr the Abor Station Elementary School 26th Annual Bear Run in the Arbor Station subdivision on Saturday, March 28, 2020, including street closure starting a1 2:30 pm
° Public Safety Committe man Sam Davis

3. Select Add Attachment on the next screen. Select the attachment(s) to add to the
agenda. Those will load on the left side of the screen, under Attachments.

E = @ Meetings & Committees - ? English Your Name Here
Dashboard » Meetings > Pre-Meeting > Bulk Attachments
&
=] BULK ATTACHMENTS <
= Test Meeting - Douglasville (In Progress) - 07/28/2020 Add Attac el
B
Attachments Items
]
— 1. Call to Order
20
3. Pledge of Allegiance
4. Announcements - Presentations
5. Minutes Approval
A Minutes of the legislative work session of January 30, 2020 and the regular meeting and executive session of February 3, 2020,
B. Approve Minutes
@
L]
£ 2020 PrimeGov




i ®  E o

Page 17 of 60

4. Attachments are listed on the left the user can drag and drop them to the appropriate
section or item on the agenda. Select Save once the documents are correctly

placed. Drag and drop them within the agenda too.

= @ Meetings & Committees

Dachboard > Meetings > Pre-Meeting > Bulk Attachments

BULK ATTACHMENTS <

Test Meeting - Douglasville (In Progress) - 07/28/2020

Attachments

Agenda.pdf

PrimeGov Suite_Training Details.pdf

PrimeGov PreDeployment System and Installation_1.1
Requirements pdf

N

Items
1. Gall to Order
2. Invocation

EP  engishe  Your Name Here

raantachmert | IRSHERN]

3. Pledge of Allegiance

4. Announcements - Presentations

5. Minutes Approval

A Minutes of the legislative work session of January 30, 2020 and the regular

mesting and executive session of February 3, 2020,

B. Approve Minutes

© 2020 PrimeGov

P r E @B o =

&  Meetings & Committees

Dashboard > Meetings > Pre-Meeting > Bulk Attachments

BULK ATTACHMENTS

Test Meeting - Douglasville (In Progress) - 07/28/2020

Attachments

Items

EP  engishe  Your Name Here

<

Add Attachment “

1. Call to Order

%

@ Agenda.pdf

& PrimeGov Suite_Training Details.pdf

3. Pledge of Allegiance

4. ANNOUNCEMENtS - Presentations

5. Minutes Approval

A Minutes of the legislative work session of January 3

© 2020 PrimeGov

0. 2020 and the regular meeting and executive session of February 3, 2020.
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Copy Items to Other Meeting
In the event items need to be copied from one meeting to another the PrimeGov system allows

users to do this in bulk or one at a time if needed. To copy items from one meeting to another
meeting:

1. Access the pre-meeting area and select the arrow icon in the upper right area of the
agenda page.

2. Select Copy Items to Other Meeting from the menu dropdown.

TEST MEETING - DOUGLASVILLE (IN PROGRESS) - 07/28/2020 a v
8 4 ADD SECTION
- 1. Call to Orde & EDIT DETALLS
. Call to Order
Mayor Rochelle Robinson MEETING MECIA
B MITRIGGER POST-MEETING
+IMPORT AGENDA
L 2. Invocation +BULK ATTACHMENTS
Reverend Dr. LaSonja Richardson of Love Christian Center
= @ COPY ITEMS TO OTHER MEETING
= SPPACVE MEETING TER
& 3. Pledge of Allegiauce
Mayor Pro Tem Terry Miller
e

4. Announcements - Presentations

5. Minutes Approval
A Munutes of the legislative work session of January 30, 2020 and the regular meeting and executive seasion of February 3, 2020,

B. Approve Minutes

6. Consent Agenda

A Reappoint Mr. Phul Sisk to the City of Douglasville Urban Redevelopment Agency for a term expiring January 3, 2022
Economic Development Commitee - Chairman Terry Miller

Enactment Number: ACT - 2020-100

Select the appropriate values for the meeting to copy to.
Select the item(s) to copy

Select Copy at the bottom of the list.

Items will be copied to the selected meeting.

o gk w

Copy Items to Other Meeting

Meeting

Committee:

Meeting Type:

Meeting Date:

Section:

start Workflow:

Select Item(s) * W = system document available

() Select All
5. Minutes Approval
() A Minutes of the legislative work session of January 30, 2020 and the
regular meeting and executive session of February 3, 2020
() B. Approve Minutes &

6. Consent Agenda
[] A Reappoint Mr. Phil Sisk to the City of Douglasville Urban
Redevelopment Agency for a term expiring January 3, 2022
] B. Adopt a resolution approving of the Arbor Station Elementary School
26th Annual Bear Run in the Arbor Station subdivision on Saturday,
March 28, 2020, including street closure starting at 2:30 p.m.
Public Safety Committee - Chairmon Sam Davis

) C_ Appoint Charles jones to serve as the Post 3 representative on the
City's Parks and Recreation Advisory Board for a term expiring on
—




Approve Meeting Items
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4. Announcements - Presentations

5. Minutes Approval

A Minues of the legislative work session of January 30, 2020 and the regular meeting and executive session of February 3, 2020.

B. Approve Minutes

6. Consent Agenda

the City of Douglasville Urban Redevelopment Agency for a term expiring January 3, 2022
“ommittee - Chairman Terry Miller

L
Dashboard > Meet }
-
TEST MEETING - DOUGLASVILLE (IN PROGRESS) - 07/28/2020 a v
a + ADD SECTION
2 £ EDIT DETAILS
(L 1. Call to Order WMEETING MEDIA
Mayor Rochelle Robinson - !
= I TRIGGER POST-MEETING
+IMPORT AGENDA
[ 2. Invocation #BULK ATTACHMENTS
Reverend Dr. LaSonja Richardson of Love Christian Center B
= + APPROVE MEETING ITEMS
" 3. Pledge of Allegiance
Mayor Pro Tem Terry Miller

Managing Agenda Sections

Similar to how the agenda had a dropdown menu with additional options, each section also has
a dropdown menu with additional options. Hovering over a section will display the options for the
section. This is located in the upper right area of each section within the agenda (highlighted

REGULAR AGENDA: e + [¥]
+ Add Item
4. REPORT BY RACHEL WOOD ABOUT THE BRANSON CHAMBER OF COMMERCE YEAR-END 2019 MARKETING REPORT Son
ettings

5. ARESOLUTION APPROVING A SPECIAL EVENT PERMIT APPLICATION FOR THE FIRE CRACKER 3000.

6. A RESOLUTION AUTHORIZING STAFF TO NEGOTIATE TERMS OF AN INFRASTRUCTURE COST SHARE AND FEE REDUCTION AGREEMENT BETWEEN THE CITY OF BRANSON AN
PARTNERS. LLC.

D BRA

PUBLIC HEARING AND FIRST READING OF BILL NO_5829 AN ORDINANCE APPROVING THE ANNEXATION OF THE PROPERTY LOCATED AT 135 LAKE FRONT DRIVE_BRANSON,_MISSOU

W Public Options

# Edit Section Template

C Copy Template To

T Delete Section

& Upload/Modify Attachments

The section dropdown menu is on the far right and is a down arrow icon. The section settings

include:

Section Options Description

Add Item

Settings

Public Options

Enables the user to add items to a section directly. There are two
ways to add an item to an agenda, manually under a section and
via the document workflow route (see form submittal and
completion below).

Enables the user to make changes to the section title, section
numbering and item numbering.

Enables the user to control sections and items enabled for public
speak and public comment.

v



Edit Section
Template

Copy Section
Template

Delete Section

Upload/Modify
Attachments
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Enables the user to make section template changes.

Enables the user to copy settings made in one section to another
section.

Enables the user to delete a section. Edits to a meeting agenda

will only change that meeting agenda. The master template is not
changed by individual meeting changes.

Enables the user to upload or modify attachments in a section.

1. First select from New or Existing.
2. For a New item, fill out the form that appears and save it by selecting Add Item.

Add ltem

New Item:  New Existing

Title:

[ Source @ & | [E

B BEBG
Qe %A B D000 e i
B I USHXx x|&IL

E oy Rl = =

LMm=©9 Q=

[}
2
m
]
R

Styles v | Format - | Font v | Size » | Line Hei. - A-B-

e |

Paragraphs: 0, Words: 0

Type:

Sponsor:

3. For an Existing Item, select Existing. Select the appropriate information to complete the
form, then click on Add Item.

Settings

Within Settings, it is possible to changes to the section title, section numbering and item
numbering. There are other settings here as well that it is recommended you reach out to
the main PrimeGov administrator before making changes to the areas not outlined below.

v



Section Name

Simply edit the text and Save changes

Section or Item Numbering
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To change the type of numbering, use the dropdown menu to select the type of numbering.
The Numbering From selection sets the number or letter that numbering begins on. In most

cases numbering will start from 1.

Number Format can be used to change the style or the font of the number/letter used for
the numbering either the Section or the item. In many cases there will be a magic code

denoted by {{ }}. It is best not to delete or edit this code text; however, the code text may be
highlighted to change the font settings if needed.

Section Numbering

Numbering Type

Item Numbering

Numbering Type

Numeric

Alphabetical (Uppercase)

None

Alphabetical (Uppercase)

Number From
O Previous Numbered Item
O Do Not Number

® start From D

-

Section Name
Call to Orde

Always Show Section

Yes | No

Center item Number

Yes No
Section Numbering
Numbering Type
-
Number From

) Previous Numbered Section

Do Not Number

@ start From |1

Number Format

[ Source

{{number}}.

Ra R [EREN-REN Q5 EE-H
BEODLEm=F
B I US x x|« I,|i=:= El B 2= = =0 0
= MERE=EQ Q=
Styles - | Format - | Font - | see -| unemei. - A-B-| 3 D

Paragrapns: 1, Words: 1

Tab Indent

Item Numbering

Numbering Type
etical (Uppercase
Number From

© Previous Numbered ftem

© Do Not Number
® start From |1

Number Format

[ source Q& B B &G - QL F (%8

m DL =

BT USx x|« L == W == ==t 0 -

= ™ EEE=E @ 0=

Styles - | Fomat - | Font - | size Ling Hai A-B- @

{{number} }

Paragraphs: 1, Words: 1

SAVE CANCEL

v
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Public Options allows for public comments and speaking to be enabled for all items or for
select items. Simply switch on the toggle to enable public comments and speaking. Set the

toggle to off to disable.

Public Options

Check items to allow public commenting/speaking

Select all

Call to Order Mayor Rochelle Robinson

SAVE CANCEL

Upload/Modify Attachments is where attachments can be added or removed for the section or

item.
1. To Upload an attachment, click Add Attachment.

+ Add Attachment

2. Choose either to scan or upload the file. The file will upload and Save the selected file.

To Modify, click the black drop-down menu to the right of the attachment name. From here
you can Replace Attachment, Download, Download as PDF, Edit Details which will edit the file

name, and Delete the attachment.
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Attachments

' -
|: Agenda.pdf Complete

& Replace Attachment
PrimeGov Suite_Training Details.pdf 1 pownioad

& Download as Pdf
=+ Add Attachri Sl sl=e
i Delete

1. Click Replace Attachment
2. Select Upload or Scan

File Upload

»

Drag a file or dick to upload

=

Click to scan a document

CLOSE

3. Select the appropriate file. It will be added to the system and accessible on the
attachment menu to the right. The previous file will be replaced with the newly added file.

Attachments
Agenda.pdf Complete
PRCT Staff Report.pdf n

+ Add Attachment

Similar to how the agenda and sections have dropdown menus with additional options, each
item also has a dropdown menu with additional options.

5. Minutes Approval Section —p- 1 EIE
A, Minutes of the legislative work session of January 30, 2020 and the regular meeting and executive session of February 3, 2020.
B, Approve Mimuies liem ———=»-noB:'Q

v
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Hovering over an item will display the options for the item. This is in the upper right area
of each item within the agenda (highlighted below).

5. Minutes Approval

A Mimtes of the legislative work session of January 30, 2020 and the regular meeting and exccutive session of February 3. 2020.

The section dropdown menu is on the far right and is a down arrow icon. The section settings
include:

Section Options Description

Enables the user to make changes to the item including editing the
name and details, adding or removing attachments, adding or
removing the item from meetings, and viewing the item history
including the workflow report.

Edit Item

Download Item

(.PDF) Enables the user to download the Item as a PDF file.

Download
Attached Enables the user to download the Item attachments as a PDF file.
Documents (.PDF)

Download Mini- Enables the user to download the Section Item and the related
Packet (.PDF) Staff Report.
Delete Section Enables the user to delete the Section Item, removing from the
Iltem agenda.
View Workflow Enables the user to see the history of the Item, specifically its
Report progress through the workflow.

1. Select Edit Item from the Item dropdown menu.

2. To Edit an Iltem details including title, select Open Item. Select the Details tab. This will
show the details for the item.
3. Next, click on the pencil icon in the top left corner.

Minutes of the legislative work session of January 30, 2020 and the regular meeting and executive session of February 3, 2020. _—

4. The detail fields are no open for editing purposes. Make edits and click Save to confirm.

v
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=

Select Edit Item from the Item dropdown menu.
Navigate to the Attachments tab.

3. Use Add Attachments to upload attachments, Download to download a copy, or
Delete to remove the attachment.

A

The Attachments tab is where attachments can be added or removed for the item.
1. To Upload an attachment, click Add Attachment.

=+ Add Attachment

2. Choose either to scan or upload the file. The file will upload and Save the selected file.

File Upload

»

Drag a file or click to upload

1=

Click to scan a document

CLOSE
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To modify, click the black drop-down menu to the right of the attachment name. From here you
can Replace Attachment, Download, Edit Details which will edit the file name, Convert to
Document, and Delete the attachment.

Attachments ﬂ
[ ]
| ¢ PRCT Staff Report.pdf n
& Feplace Attachrment
+Add Attachment & Download I
# Edit Details
A -

= Comsert to Document
=
M Delets

1. Click Replace Attachment
2. Select Upload or Scan

File Upload

Drag a file or click to upload

120

Click to scan a document

CLOSE

3. Select the appropriate file. It will be added to the system and accessible on

the attachment menu to the right. The previous file will be replaced with the newly added
file.

Attachments
Agenda.pdf Complete
PRCT Staff Report.pdf
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1. Click the black drop-down menu to the right of the attachment name and select Convert
to Document. This will convert the attachment into a system document.
2. A warning will pop up to confirm the selection.

The original ltem Attachment will be deleted when converted to a System Document
rsible. This could affect any active workflows that are using the ltem

Are you sure you want to convert this ltem Attachment to a Systern Docurnent?

eI

3. Click Convert to complete the conversion.
4. The converted file is still available to view and edit under the attachments area on the
right side of the screen.

1. Select Edit Item from the Item dropdown menu.
2. Navigate to the Meetings tab.
3. Click Add Item to Meeting to add it to another meeting

Approve Minutes

DETAILS ATTACHMENTS MEETINGS HISTORY

+ Add Item To Meeting

To Reschedule the Item to a different meeting:
1. Select Edit Item from the Item dropdown menu.
2. Navigate to the Meetings tab.
3. ldentify the meeting that the item to which the item is currently assigned
4. Use the menu to the right of the meeting ...

EEER

5. Select the cycle icon in the middle to reschedule the item. The X icon will delete the
item from the current meeting, the > icon will open the current meeting agenda.

6. Fill out the Reschedule Item menu with the appropriate information and click Save to
complete.




Reschedule item

Committee:
Meeting Type:
Meeting Date:

Section:

Start Workflow:

1. Select Edit Item from the Item dropdown menu.
2. Navigate to the History tab.
3. Select View Workflow Report to see the workflow history

DETAILS ATTACHMENTS MEETINGS HISTORY

View Workflow Report

To Delete a Section Item

1. Select the Delete Section Item from the Item menu on the right

session of February 3, 2020. 1

@ Editltem
& Download Item (.PDF)

& Download Attached Documents (.PDF)
& Download Mini-Packet(.PDF)

i Delete Section Item

Bl View Workflow Report

ring Ji

2. The system will ask you to confirm the action:

Deleting this item will delete all associated minutes, motions, votes, notes, and
actions. Are you sure you want to proceed with the delete?

Continue Cancel

3. Click Continue to confirm the deletion

v
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There are two ways to add an item to the agenda:

1. Manually, by clicking the Add Item button to the right of each section heading
(K

2. Completing and submitting a form which will be subsequently approved for agenda
addition through the workflow process. (See Form Completion and Submittal below)

Forms provide the user with an interface to quickly fill information and submit an item for
workflow review and approval.

1. Navigate to forms in the main left side navigation area. Select Forms.

&
T
z
3

2. The user will be presented with a selection of forms. Each form submitted will go through
the specific workflow set up during implementation. *Please note your options may not
match the image below.

3. Select the form

Forms &3 My Drafts EE

4. The form user interface is built based on the specifications agreed with an
implementation consultant during the configuration stage of the project.

5. Fill in the necessary information into each input area.

v



*Please note, each type of form is unique and may not match what you see below.
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AGENDA ITEM
AGENDA ITEM TYPE: * @

Staff Report & Ordinance

MEETING INFORMATION
COMMITTEE: * @

Board of Aldermen

MEETING DATE: + €

MEETING TYPE: * @

Select Meeting Type

MEETING SECTION: * €

Each form submitted creates an Item under the selected agenda.

1. When all entry items are filled select the Submit button. This action will generate the

staff report.

2. On clicking Submit a confirmation screen will appear and the user has the choice submit
another form or view their tasks.

Thank You!

Your request was submitted.

View My Tasks

Submit another request

3. Select View My Tasks
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4. The user is taken to the Tasks page. To initiate the first step of the workflow review and
approval process called “Originator Review”. This gives the Originator the opportunity to
review the information before sending it further in the workflow.

Workflows are configured by a PrimeGov implementation consultant based on the specific
workflow process of each client during the configuration phase of an implementation.

When a form is submitted and the user is viewing Tasks (outlined above). Within the “My

Tasks” area under the Options column, the user can navigate to the document review area to
review open tasks.

My Active Tasks
My tasks 8wy ook

ty y Delegated Tasks

NOB G o® ™ K @ o

Planning and Zoning Communications

Created By Department Subject Meeting Date Task Name AssignedTo || Created [

Planning

1. Select the Eye Icon to view the Item task (shown below).

Task Assigned
Name To Created |f Options

Originator Larry Thorpe 07/07/2020 D
Review 2:48 PM

Originator Larry Thorpe 07/01/2020
Review 2:38 PM

The document review area presents the staff report document with information added during the
form completion process. The document review allows the user to:

v
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Dashboard > Tasks > Review

I B F t  J Add Signature

1 oft b M

HA® )N ) 3 B StaffReport i v |
| B Ordinance 1 n
STAFF REPORT
Board of Aldermen
Comments
AN ORDINANCE TEST
No Comments

FIRST READING: JULY 17,2020 FINAL READING: JULY 31,2020

Initiated By: Parks & Recreation
Approved By: Commen t Type:
Staff Recommendation: Recommended

This review stage allows the user to edit, add or remove details and attachments with the item.
For more information on the document previewer and options available like search, annotate
and redaction, click here.

The left side of the area contains the preview page of the Form. The right side of the area
includes the options users have with the form and attachments. This area allows users to
download and add attachments, add a comment and manage the next step for the item.

Select the document to view it in the preview area on the left.

To add a new attachment select Add Attachment, then select the file(s) to attach.

DOCUMENTS ON G
B Staff Report t u
B Ordinance ! n

= Add Attachment



https://primegov.sharepoint.com/:b:/s/ProfessionalServices/EX9_IaQAGUNDtRxUlf9wCzwBKwKbjkN-CTxog-1fR8Uepw?e=cBKN80
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To add a new comment, type the comment in the comment box and select Save Comment.

Internal comments are shown to other PrimeGov users during the workflow but are not
published to the public. Private comments are only visible to you.

Comments

No Comments

Thisis a commenti

Comment Type: Internal =

SAVE COMMENT

Task Options provides the user with a list of options to forward the document to the next step in
the workflow. The options listed are based on the preset workflow steps. * Please note, you may
not see the exact list in the image below.

TASK OPTIONS v

Reschedule ltem

Create Peer Review Group

Peer Review

Send for final director
review
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The user can edit the staff report document by completing the following steps:

1. Navigate to the Staff Report label to the right of the document review.
2. Click the dropdown menu.

DOCUMENTS ON &1

B Staff Report 1

B Ordi #» Replace Attachment

# Download

- 0O Mark Confidential
% Rename

® Version History

® Remove Attachment

Comments

Click Download.

A Word version of the document will become available for download.
Save the document to a desired location e.g. Desktop

Open the Word file and click Enable Editing.

3.
4.
5.
6.

Staff Reportdocx - Protected View - Saved to this PC ~ je Padraig Supple ' PS =

ks Mailings  Review  View  Developer  Help

htain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Pl 2 el 3 e & e 5 B e T

7. Make the required edits to the Microsoft Word document.
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*Please note:: the MS Word document contains content controls which allow for
information from the form to display on the document. When making edits to areas of the
document, be sure not to delete these content controls.

T

EInitiatedBy|

Initiated 'By: Parks-& -[Recreationﬁ

Y

Staff-Recommendation:‘Recommended”

8. To upload the edited document, navigate back to the document label to the right of the
document name. (shown below).

9. Click the dropdown menu

DOCUMENTS ®Cc

B Staff Report 1

£» Replace Attachment
# Download

- O Mark Confidential
& Rename

® Version History

B Ordi

® Remove Attachment

Comments

10. Click Replace Attachment.

11. A file upload popup window will appear, click on the image to upload the edited
document.
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File Upload

»

Drag a file or click to upload

12. The edited document will now display in the document review area.

Attachments can be added as part of the item going through a workflow. To add an attachment:

1. Click the Add Attachment button

DOCUMENTS ON G
B Staff Report t u
B Ordinance ! n

<=Add Attachment

2. Afile upload popup window will appear, click on the image to upload an attachment.
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File Upload

»

Drag a file or click to upload

CLOSE

The task options area provides the user with a list of options to the user. Each option or step
represents the next step in the workflow. The options a user will see are based on the workflow
steps agreed with the implementation consultant during the configuration phase of the project.

1. Click on the Task Options dropdown.

TASK OPTIONS Vv

Reschedule Item

Create Peer Review Group

Peer Review

Send for final director
review

2. Select the relevant task to send the documents (Staff Report and Attachments) through
to the next step. Users with the corresponding group assignments will receive item
documents in their task dashboards.

3. The final step in Task options for item documents is Approval. Once Approve is clicked
the item will appear in the Pre-Meeting area and no longer be available in the Tasks
Dashboard
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The Tasks Dashboard gives users an overview of Agenda Items assigned to them (My Tasks)
and Agenda Items assigned to others (All Tasks). *Please note Options are customized. Some
options below may not be available to every user.

1. Click on the clipboard icon to quickly access the tasks dashboard

@ English ~ Larry Thorpe ~

2. Toview and items click on the Open Task icon.

Task Assigned
Name To Created | Options

Originator Larry Thorpe 07/07/2020 J‘ o

Review 2:48 PM >» @
Originator ~Larry Thorpe 07/01/2020 ® ./ &
Review 2:38 PM > B

3. The user can also move the item along in the workflow without viewing by clicking the
Quick Route Task icon.

&

"
of ¥
> [

4. The user can view previous workflow tasks by clicking the View workflow tasks icon.

S J &

B

5. The user can delete the item from the workflow area by clicking the Delete workflow
icon.

S j &

£
> » (]
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When the agenda is ready for compilation and publishing the user will navigate to the Compile &
Publish page. To compile the agenda:

1. From the Pre-meeting area, navigate to the meeting media print icon in the upper right
area of the page.

2. The user will be taken to the meeting media page.
3. Under the agenda area click the Compile All icon.
4. The agenda will compile in the formats available.

MEETING MEDIA

Compile & Publish

Agenda / Compile All | T Delete Al

] Jul 1,2020 1:52 PM E ]
[% Jul1,2020 1:44 PM i
Jul 1,2020 1:44 PM E i

5. To view the compiled agenda, click on one of the three options for HTML, Word, or
PDF.

6. The agenda can be compiled as many times as the user requires. If changes need to be
made to the agenda, navigate to the Pre-meeting area and make the updates. Repeat
the Compile steps to update the compiled documents.

7. To publicly publish the agenda, click the Publish Public icon.

& publish Public

8. The published agenda will now appear in the Public Portal area of the PrimeGov
application.
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Meetings & Agendas

2020 Vote Records
2020
Show Entries
Meeting Date v Documents
Board of Aldermen Meeting Walk-through 6/29/2020 02:30 PM [ Agenda
Board of Aldermen Meeting Minutes Test 6/15/2020 02:30 PM (. Agenda
Board of Aldermen Meeting test 6/14/2020 02:30 PM ] Agenda
Board of Aldermen test meeting 6/13/2020 02:30 PM D Agenda
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In-Meeting Process

When the day of the meeting arrives, the Clerk will utilize the PrimeGov Live Meeting area to
control and record actions during the meeting. The Live Meeting area is a separate area than
where tasks and workflows are managed.

The In-Meeting process in PrimeGov includes the following actions:
Starting the meeting

Taking Roll Call

Managing Speakers
Taking Minutes, Motions and Votes
Ending the meeting

Accessing Live Meeting

To access the Live Meeting area you will select the dropdown under Meetings and
Committees.

The following instructions are intended for meeting clerks or those managing the live meeting.

2. To access the Live Meeting area, navigate to the organization’s PrimeGov site.

3. Select the dropdown under Meetings and Committees and select Meeting Viewer
(shown below).

— Your Logo

Meetings & Committees v

Meetings & Age @& Meeting Viewer -

2020 Vot¢ Q, Search Portal

4. Alogin window will be presented to the user — login with your PrimeGov credentials.
5. Alist of upcoming meetings will be listed. Select the desired upcoming meeting.
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6. The Live Meeting area will load after the meeting is selected from the list. The agenda
prepared in the Pre-Meeting area will be shown.

E City of Branson Meeting Viewer

Board of Aldermen Regular Meeting TEST - 7/17/20

e
CALLTO ORDER
PLEDGE OF ALLEGIANCE
INVOCATION
ROLL CALL
AWARDS/RECOGNITIONS:

EMPLOYEE OF THE MONTH:

7. Click on the cog wheel icon in the upper right area of the screen. This will open another
section of the screen on the right side of the page where you manage starting the
meeting, roll call and speakers.

Don’t See the Cog Wheel?

Users must be assigned as a clerk of the meeting to see this cog wheel

. Head to Pre-
meeting > Edit Details > Roles to adjust user access.
E Primegov Meeting Viewer [> S
City Council Regular Meeting - 7/14/20
. — CITY COUNCIL REGULAR MEETING - 7/14/20

g

. .

B

OM CITY MANAGER AND DEPARTMENT HEADS
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The left side of the screen will show the agenda, allowing you to easily havigate and activate
live items for discussion. The right side is where you will do most of the ‘work’ like starting the
meeting, taking roll, and managing minutes and voting

1. When ready to begin the meeting select the Start Meeting button. This will show the
meeting has started in the Public Portal and you will see a live icon next to the
meeting name on the left side of the screen.

After selecting Start Meeting:

EFF-EOUNEREGYLAR MEETING - 12/30/20

2. To start the meeting video click Start Video — this will open a separate window or
pop-up. Locate that pop-up window.
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ADEC & DISPEL AY

I~Ta Tl . YN

3. Select Start in that pop up (shown below). This will begin the live streaming of the
meeting to YouTube. Keep this open and navigate back to the previous window
with the agenda and Live Meeting management area.

4 Select the Start Display button to allow the public to see active items. Selecting
the Start Display button will open another window with a link that has the public
display. The URL in the new browser window can be shared to display on a
separate chamber screen. The window will display items activated by the Clerk
and additional details like motions and voting results.

VIDEQ & DISPLAY

For e

Bl Al
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LIVE MEETING

Board of Aldermen Regular Meeting TEST - 7/17/20

AGENDA ITEM

CALL TO ORDER

MOTION

Waiting for active Motion

The Live Display is dynamic and will change with the meeting management by the Clerk.

*Please note, each live display is configured and customized for each client. What is
displayed above may not be an exact match to your organization’s version.

At this point you are ready to get started. The meeting is streaming live on the Public Portal,
YouTube site and the activated items will show to the public.
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Taking Roll Call

You will see a list of users added to the meeting under Roll Call. This is accessed through the
settings icon in the upper right area of the agenda.

Is someone missing from the list?
Select Add to select them from the user list.

Does someone need to be deleted or edited?
Hover over the names and select the edit icon or trash can to take action on that user.

ROLL CALL

1. To take the meeting Roll Call, select the toggle buttons to the left of member names
for members who are present. Member’s marked present will show blue in the toggle.

ROLL CALL

(> Craig Hicks

() Dwight Schrute

2. Select Save. Roll has now been taken and recorded.
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Each Item on the agenda (left side of the screen) can be activated to become an Active Item.
An Active Item means that item information is displayed to the public in the Live Meeting
display. Double click an item to activate it. The item will be highlighted yellow when active.
Double click another item to deactivate the current item and to activate the next item. The right
side of the screen will show actions available for the selected item.

Double click an Item to activate it — the item will turn light yellow when active (shown below).

CALL TO ORDER ACTIVE

PLEDGE OF ALLEGIANCE

E Frimegov Meeting Viewer [}
C ing - 12/30) T ——

20 D z ©

e Active Items will display currently under discussion to members of the meeting.

e Active Items are timestamped at the time of double click to align the discussion
time with video time.

o Active Items will display in the meeting display screen to allow the public to see what
item is currently under discussion.
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To add minutes to an Iltem:

1. Click on the Item on the left side of the screen
2. Navigate to the Minutes area on the right
3. Select New Minute

Board of Aldermen Regular Meeting TEST - 7/17/20 BLOCK VOTIH e
A. RECOGNIZING JOHN PATE OF THE POLICE DEPARTMENT AS THE EMPLOYEE OF THE MONTH FOR APRIL,
INVOCATION - 2020 TO RF PRFSFNTFD RY Al DFRMAN KFVIN MCCONNFI |
ROLL CALL e
& MINUTE
AWARDS/RECOGNITIONS:
EMPLOYEE OF THEMONTH:  (§]) crive
@ A RECOGNIZING JOHN PATE OF THE POLICE DEPARTMENT AS THE
EMPLOYEE OF THE MONTH FOR APRIL. 2020 TO BE PRESENTED BY
ALDERMAN KEVIN MCCONNELL
PROCLAMATIONS:
@ A PROCLAMATION: RONALD MCDONALD HOUSE WEEK - FEBRUARY 10-16, v
(17}

4. Type the minute text

A. RECOGNIZING JOHN PATE OF THE POLICE DEPARTMENT AS THE EMPLOYEE OF THE MON]
20720 TO BF PRESENTED BY Al DFRMAN KFVIN MCCONNFI |

B MINUTES
- Add new
minute to
BI S CHRCRE=RRT I /4 textarea |
Styles ~ | Format ~ | Font ~ | Size v,/ﬁneHel. -

5. Select Save
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Motions can be added in two ways:

1. Quick Motions. An agreed upon set of motion language that can be quickly associated
with specific items. This is set at the Admin level.

2. New motions which can be created in the meeting area for ad hoc moments.

E Primegov Meeting Viewer ©? English * Your Here *
o]

City Council Regular Meeting - 7/14/20

Approve payroll vouchers
1 CONSENT AGENDA:

E Minutes < @ MOTIONS
E Approve payroll vouchers ACTIVE o
Claim Vouchers

APPEARANCES (Note - Citizens are advised that they must limit their remarks
to the Council to three (3) minutes and that items presented may be referred by
the Council to staff for review and/or additional information for presentation to

the Council at a future Council meeting.)

ACTIVE AGENDA:

ITEMS FROM COUNCIL MEMBER:

a. To add a Quick Motion, activate the item (by double clicking- the item turns
yellow). Make sure you are on the Motions tab and then select the quick motion
from the Quick Motion area.

Once a motion is ready for voting, select the Vote tab to designated movers, seconders and to
recording voting results.

Movers can be assigned by the Clerk by manually selecting the Mover (designated with an M)
and Seconder (designated with an S) options (shown below).

v
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B MINUTES # ACTIONS @ MOTIONS © vOoTE & SPEAKERS @ ATTACHMENTS |

CARRIED DEFEATED

MEMBER YEA NAY ABSTAIN  ABSENT

o Bill Skains ® O O O

Bob Simmons O QO O

e E. Edd Akers O O O o

Kevin McConnell @) Q O
Larry Milton O O O

leff Seay O O

a. Alternatively, the Clerk can also select the Call Movers button for members to
motion by selecting through the PrimeGov technology. This is optional if
members are unable to engage with the technology. (For example, at home
during covid-19 rather than in chambers.)

2. Once mover and seconder options are highlighted the Clerk can select Open Vote.

3. Clicking Open Vote allows the members to vote from their laptops or tablets if they have
access. Alternatively, the Clerk can take a roll call vote on members behalf by selecting
each member’s vote decision.
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MEMBER

0 Bill Skains

Bob Simmons
© - Eddrkers

Kevin McConnell

Larry Milton

Jeff Seay

Jamie Whiteis

YEA

BN T

NAY ABSTAIN  ABSENT

®

CLEAR

4. When the vote is complete. Click Close Vote. This action will display the vote results to
the public display screen and to the members view.

ITEM
A. IGA with Bol

ACTIVE MOTION

[

eco0o0

arried

VOTE

TOTAL
9/ 0!

CARRIED

Block Voting

If a motion applies to multiple items within an agenda, “Block Voting” can be used to save time
instead of recording multiple instances of the same vote.

To begin a Block Vote, select the Block Voting slider near the administration cog in the top
right section of the agenda.

v



Page 52 of 60

Primegov Meeting Viewer

City Council Regular Meeting - sLock voting @D O
7/14/20

To select an item to include in the block vote, click on their respective boxes on the left side of
the screen. Once the items have been selected (1.), proceed through the steps of creating a
motion (2.) and a vote (3.) as normal.

E Primegov Meeting Viewer ©? Engiish v Your Name Here ~

City Council Regular Meeting - sLock voting (@C o)
7/14/20 3 ltems Selected
@ MOTIONS 3.
SELECT ITEMS FOR BLOCK VOTE Y| Enter Section Name to Filter Sg
NEW MOT
CONSENT AGENDA:
Mot =1
2.
MOTION STATUS: -
MOVED BY: -

ITEMS|FROM COUNCIL MEMBER:

TEST

You can identify members of the public that have pre-registered to speak during a meeting by
first selecting an item or section on the agenda, and then choosing the Speakers tab. The
count of any speakers that are currently signed up appears next to the tab and are listed
individually in that tab.

[ & SPEAKERS W

To manually enter a new speaker during the meeting, you can choose the New Public Speaker
option.

To add a public speaker:

1. Activate the item associated with public speakers (usually public comment).
2. Click Speakers.
3. Click New Public Speaker.

v




4. Add a First and Last name.
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5. Select from For, Against No Position options

6. Click Save.
E Primegov Meeting Viewer Q3 English »  Your Name Here ~
X
City Council Regular Meeting - BLOCK VOTING o
Claim Vouchers:
7/14/20
1 CONSENT AGENDA:
[ » - (]
Minutes v & rrra o
: NEW PUBLIC SPEAKER
- @ Motion to amend
PUBLIC SPEAKERS
Approve payroll vouchers <
! Test Speaker - For
@ MOTION by , seconded by to Motion to amend
Motion
Claim Vouchers: ACTIVE

This is minute text.

FIRST NAME (REQUIRED)

LAST NAME

Padraig

Supple

FOR (O AGAINST () NO POSITION @

7. Once ready for a speaker double click the name. Click Start to start the countdown

timer.

a. The countdown timer will begin counting down from three minutes. To add or
reduce time click the plus or minus icons.

PUBLIC SPEAKERS

@ Padraig Supple - No Position

VOTE: NO POSITION

® 03:00
R

Adjourn the Meeting
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When the meeting has adjourned the video stream needs to be stopped.

1. Select the settings cog to navigate back to video settings and roll call.

E Primegov Meeting Viewer Q2 English v Your Name Here ~

City Council Regular Meeting - 7/14/20 BLOCK VOTING o]

1 CONSENT AGENDA:

Minutes v

@ Motion to amend

Approve payroll vouchers

2. Select Stop Meeting to stop the live stream. The display will show the public that the
meeting is no longer live.

E Primegov Meeting Viewer ©?3 Engish ~ Your Name Here ~

X
City Council Regular Meeting - BLOCK VOTING £

GULAR MEETING - 7/14/20

7/14/20 @B

1 CONSENT AGENDA:

Minutes v VIDEO & DISPLAY

----- @ Moation to amend

3. ldentify the open browser with the video preview — select Complete.
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B MeetngliveVideo - Google Chrome

8 staging primegov.com/Meetings/Mestuy

est of Video Config

Congratulations! The meeting is adjourned, and video streaming is off. The meeting is ready for

Post-Meeting cleanup.
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Post-Meeting Process

After a meeting occurs, clerks will often have to return to the meeting to clean-up minutes and
motions from the meeting. Once finalized, documents like Minutes also need to be published to
the public.

The Post-Meeting process in PrimeGov consists of the following steps:
1. Add/Edit Minutes and motions from the meeting

2. Add/Edit timestamps for the meeting
3. Compile and publish meeting minutes

Adding/Editing Minutes and Motions After the Meeting

PLEASE NOTE: During Post meeting minute cleanup items should be selected only
once when moving through the agenda. DO NOT Activate any ltems (Items are
activated by double clicking). Activated Items will update the meeting timestamps
resulting in the need for video timestamp cleanup.

To add minutes to an Item after meeting

1. Navigate to the Live Meeting area.

2. One-click on the Item on the left side of the screen (remember: do not double click
items).

REGULAR AGENDA:

@ 4. REPORT BY RACHEL WOOD ABOUT THE BRANSON CHAMBER OF
. COMMERCE YEAR-END 2019 MARKETING REPORT.

3. Navigate to the Minutes area on the right.
4. Click New Minute.

B MINUTES A ACTIONS @ MOTIONS Q vOoTE & SPEAKERS &

NEW MINUTE

5. Type the minute text required
6. To edit an existing minute hover over the minute and select the edit icon.

v
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The same actions can be taken for Motions by selecting the Motions tab.

In the event a timestamp was missed or needs to be edited you can adjust time stamps through
the edit details area of the meeting. To edit/add timestamps after a meeting:

1. Navigate to the Pre-Meeting area for the meeting
2. Select the arrow icon in the upper right corner and select Edit Details from the

dropdown

= ADD SECTION

£ EDIT DETAILS

WMEETING MEDIA

™I TRIGGER POST-MEETING

= MPORT AGENDA

+BULK ATTACHMENTS

 COPY ITEMS TO OTHER MEETING
+ APPROVE MEETING ITEMS

3. Navigate to the Video tab
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TOm i ow ® ¥ @ o u

4. ldentify the correct timestamp to add/edit. Adjust the time and select Save.

When the minutes are ready for compilation and publishing the user will carry out the following
steps:

1. Navigate to the Meeting Media icon

The user will be taken to the Meeting Media page.
Under the minutes area click the Compile All icon.
The minutes will compile in HTML, Word, and PDF formats.

To view the compiled minutes, click on one of the three options for HTML, Word, or
PDF.

6. The minutes can be compiled as many times as the user requires. If changes need to be
made to the minutes, they should be made in the live-meeting area at this point.

7. To publicly publish the minutes, click the Publish Public icon. The minutes can be
published in HTML, WORD, or PDF.

a ke
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Minutes /& Compile All T Delete A
CJ HTML version & compile
[ Jul1, 2020 1:07 PM /& Compile 43 Publish Public 4 Publish Internal &b Upload DOCX  #» Download M@
Jul 1, 2020 1:41 PM / Compile @ Publish Public 4 Publish Internal & Upload PDF & Download 1

8. The published minutes will now appear in the Public Portal area of the PrimeGov

2020
Show Entries
Meeting Date v Documents
Agenda E
Board of Aldermen Regular Meeting TEST 7/17/2020 07:00 PM
[ Minutes E 1
Board of Aldermen Meeting Walk-through 6/29/2020 02:30 PM ] Agenda A

When minutes are compiled and published to the public, they should be attached to the next
upcoming meeting item to approve minutes. To attach the minutes PDF to an upcoming
meeting:

1. Download the minutes PDF from Meeting Media >Compile & Publish screen

2. Navigate to the pre-meeting area for the next meeting > Meetings > upcoming
meeting

3. ldentify the item for Approval of Minutes and hover over that item

4. Select the down arrow icon on the right side of the page and select Add Attachment
from the dropdown list

CITY COUNCIL - REGULAR/FORMAL TESTING - 06/04/2025

8+ |
gaBp:'@

5. Select the Attachment tab, then Add Attachment. Select or drag and drop your file.
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File Upload

6. Once the attachment is loaded, select Save. Now the PDF is attached to the item for
review in the next meeting.

File Upload

»

Drag a file or click to upload

=

Click to scan a document

Minutes_20200717194825723.pdf

File uploaded successfully 100%

Additional Resources

You should now feel comfortable navigating the meeting process in the PrimeGov site! We hope
this resource was helpful! If you have any questions or if you need additional resources, please
reach out to your main contact or our Support team and we will be happy to help!

e Click here to explore our knowledgebase and/or submit a support ticket (account
creation required). If you are unable to access the site, email us and we’ll add you!

e email: support@primegov.com



https://support.primegov.com/support/home
support@primegov.com

