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1 Overview

This manual describes the process for Organisations that wish to set up their
Constitution as a Meeting, rather than using the Library folders.

The process involves setting up a specific webpage link for the Constitution on the
navigation toolbar.

You are here: Meetings, agenda, minutes Calendar

Committees

Meetings, agendas and minutes ¢ Constiuton

Consultations

« Browse the agenda/minutes

- Search documents -
Decisions
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2 Constitution Display Options

There are two options for displaying the Constitution, as shown in the following
examples.

2.1 Singular Meeting

A link pointing to a singular meeting, please note the following example via the link
and screen shot below.

Wigan Constitution webpage:
http://democracy.wigan.gov.uk/ieListDocuments.aspx?Cld=352&MId=2756&Ver=4&l
nfo=1&a=1

Wigan®

COI.II‘ICIl Resident Business Council

Home / Council / Councillors and Commitiees / Meetings, agendas and minutes
i= IN THIS SECTION

I nfo rm atlo n - Councillors and Committees
- Meetings, agendas and minutes
- Calendar
Constitution 2 EETriEEE
Wednesday, 24th May, 2017 = Constitution
- Decisions
- Frontsheet BPDF e - Forward plans
» Document pack EPDF 4 MB - Forthcoming Decisions
(ems o e
No. Item - Qutside bodies
1. Frontpage [3PDF18KB - Parish councils
: - Petitions
1a Summary and Explanations: [} PDF 60 KB - Search Documents
- Your councillors
2. Articles Of The Constitution - Your MEP's
= Your MP's

Article 1 The Constitution [ POF 6 kB

Article 2 Composition and Eligibility [ PDF 56 K8

Article 3 Citizens and the Council [ rDF 97 kB

Article 4 The Full Council £} PDF 60 KB

If not planning to keep or publish a list of archived versions of the Constitution, the
Singular Display option is recommended.

However, it is possible to retain archived versions in the system. Please see Section
7 — Publishing the Constitution (Singular Meeting) for more details.
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2.2 List of Published Versions

A link pointing to a list of published versions, please note the following example via
the link and screen shot below.

Bracknell Forest Constitution webpage:

http://democratic.bracknell-forest.gov.uk/ieListMeetings.aspx?Cld=527&info=1

e

’_‘c/l gﬁ:t:e“ Search this site n

Council

Home ~ The counciland democracy - Information

Browse

* Show the year: hd Go

4 Earlier

Publications

s Constitution of 17 Jun 2020

s Constitution of 27 Nov 2019

* Constitution of 23 Sep 2019

s Constitution of 22 May 2019
s Constitution of 28 Nov 2018

* Constitution of 25 Apr2018

If using this option, a list of archived/older published versions will be visible to
members of the public.
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3 Constitution Settings

3.1 Constitution Doc Pack Style

It is recommended to set up a doc pack style which will ensure that when the
Constitution is merged no agenda item headings, etc, are listed within the document.
Additionally, a new template may also be required for the Constitution. Please
contact Support if assistance is required with this.

Click [Configure], followed by [Advanced], and Doc Pack Styles|. The original Doc

Pack Style should be listed within the Doc Pack Style field (do not amend this
version). Click (from the top menu), followed by [Copy Style|.

Manage [[Z:1)] Goto Configure Tools Windows Help

Documen & Cut Ctri+X

. L
D copy aatec s | vocpacesvie R

Look for ‘ Close ‘
@ Paste Ctrl+v |
Short Title Value -
Add ‘ Add ‘
- AgendaTextEveryP... yes
Edit filler pages on missing documents ShowasFillerwhole  Document not induded but can be found o... ‘ Edit ‘
Delete age of restricted report when no full paragraph is defined RestrictedFront
b »f the Private document pack FrontPagePrivate Private Document Pack ‘ Soss ‘
ind
= »f the Public document pack FrontPagePublic Public Document Pack
(_Copy Style > \ark for restricted pages ConfidentialText RESTRICTED

Documen & Cut Ctrl+X

Ha Copy Cul+C

Look for | Find ‘ Doc pack style Copy of DocPack - ‘ Close ‘
[ Paste cl+v |

Short Title Value -

Add | oaae
AgendaTextEveryP... yes

Edit filler pages on missing documents ShowaAsFillerwhole  Document net included but can be found o.. ‘ Edit ‘

Delete age of restricted report when no full paragraph is defined RestrictedFront

b > the Private document pack FrontPagePrivate Private Document Pack ‘ Soes ‘

ind
- »f the Public document pack FrontPagePublic Public Document Pack
Copy Style lark for restricted pages ConfidentialText RESTRICTED
¢ Rename Style psequent pages of a restricted report in the Private pack RestrictedText NOT FOR PUBLICATION

Name the Doc Pack Style Constitution DocPack.

Manage Edit Goto Configure Tools Windows Help

Document Pack Settings

Look for ‘ Find ‘ [sTEYe 3T S Constitution DocPack ‘ Close |
Id SubCa - Title Short Title Value - ‘ 20 |
AgendaTextEveryP .. yes
T014246 16 Text for blank filler pages IntentionallyBlank This page is intentionally left blank ‘ Edit |
T014247 16 Text for blank filler pages on missing documents ShowasFillerwhole  Document not included but can be found o...
T014248 16 Text for first page of restricted report when no full paragraph is defined RestrictedFront ‘ SEEE |
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Select the item with the Short Title FrontPagePrivate, click [Edit], delete the Value
text and click [OK].

& Edit X
— =]

Description | Text for front of the Private document pack "
| Cancel ‘

Title FrontPagePrivate

Value O D | |

Select the item with the Short Title FrontPagePublic, click [Edit], delete the Value
text and click [OK].

2 Edit X
= ~]

Description | Text for front of the Public document pack '
‘ Cancel |

Title FrontPagePublic

Value t; ?:’ | |

Select the item with the Short Title AlAgendaltem, click [Edit|, delete the Value text.

Alternatively, from ‘Agenda Item’ add ‘Part’ before %x if you want to keep Part 1, etc
on each new document. Click [OK].

& Edit X
— ]
Description | Header for normal agenda item (%x is agenda item number, %r is the '
attachment reference)
‘ Cancel ‘
Title Aldgendaltem
Value € ) |

Once the settings have been amended click [Close]

Manage Edit Goto Configure Tools Windows Help

Document Pack Settings

[t | Dacacktte D,
Id SubCa ~ Title Short Title Value - ‘ e |
6 AgendaTextEveryP ...
T014246 16 Text for blank filler pages IntentionallyBlank This page is intentionally left blank ‘ Edit |
T014247 16 Text for blank filler pages on missing documents ShowAsFillerWhole  Document not included but can be found o...
T014248 16 Text for first page of restricted report when no full paragraph is defined RestrictedFront ‘ Delete |
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3.2 Constitution Committee Category

Click [Configure], followed by [Committee Categories|and |Add].

Manage Edit Goto Configure Tools Windows Help

Committee Categories

Id Seq  Title Short Title ‘ Close ‘
TO00074 1 Council Council o
TOOOOTE 2 Executive Area Executive
TOO0O7S 3 Regulatory Bodies Regulatory '“'
T000199 4 Overview and Scrutiny Scrutiny ‘ Edit ‘
TODDOET 5 Local Area Panels LocalArea - o
TO0O0125 6 Training Bodies TR ‘ = eﬁ ‘

Type Constitution in the Display Title and Name and click [OK]

2 Edit Committee Category - O X

Display title (| TRRR ) oK
Name (| Constitution ) Order number 8 Cance|

Edit Text

Make a note of the Committee Category ID (as Support will need to know this).

| Id Seq Title Short Title |

Constitution

3.3 Constitution Committee

Click [Configure], followed by [Committees] and [Add].

Manage Edit Goto Configure Tools Windows Help

Committees

| Close |
Look for ‘ Fm:i ‘ Category (All Committee Categories) - -
Add
1D Title - Category Bpred [« | e |
000274 Annual Council Council =
C000058  Audit Committee Council | Delete |
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Type Constitution in the Title, set the Visibility to Private (remember, this will need
to be changed to public once the navigation links have been set up), set up the
Support Group and Editors Group, as required, and set the Category to
Constitution.

ecic cormmic=< |
e Coommoon > 3
b

‘ | | Delete |

Short title Support group <L ) -
o ~ - - =
Visibility ~ ( Private ) Editors group LAl Democratic Services Officers =
N " Default Agenda
Member Alphabetic Default access Public access | 9 |
order -
Category  ( Constitution ) valid from to
Can produce plans Can make decisions v Publish outstanding items
Members Distribution Templates Description Logistics Rules Styles Reviewers Deadlines Calendar Webcasts Plan access
Name Role Representing | Pl |
| Edit Member |

| Remove Member |

Please note that members/distribution lists can also be added to the Constitution
Committee in order to notify individuals of newly published versions. Please refer to
the Administration manual for further guidance.

Select the [Styles Tab|, then in the Agenda pack style field select the Constitution
DocPack and click [OK|.

Edit Committee

—
Title Constitution il oK b
Bl Support group [ ‘ Delete |
Visibility Private Editors group All Democratic Services Officers ||

Default Agenda
Mermber Alphabetic Default access | Public access ‘ : |
order
Category Censtitution Valid from to
Can produce plans Can make decisions v Publish outstanding items

Members Distribution Templates Description Logistics Rules ' Reviewers Deadlines Calendar Webcasts Plan access
Appendix numbering style ABC

Default agenda item level Top leveleg. 1,23

Agenda pack style  Constitution DocPack Publish agends to Public Internet
Decisions sheet pack style Publish decisions to Public Internet
Minutes pack style Publish minutes to Public Internet
Agenda number styles 1 1 Agenda web text Long summary
Decision number styles 1 a Decisions web text Long summary
Minutes number styles 1 a Minutes web text Long summary
Agenda numbers in minutes

Publish only items and o

documents in supplement

Make a note of the Committee ID (as Support will need to know this).
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Look for | Find ‘ Category (all Committee Categories)

1D Title «  Category Expired
‘EOGESGS Constitution Constitution

3.4 Constitution Webpage
Click [Configure], followed by [Advanced), click Web Page Descriptions| and click

Manage Edit Goto Configure Tools Windows Help

Web Page Descriptions

D Title - | B |
P00000T  (All pages)

P000018  cehitresults

i
r
=%
o

PO0001S  celistdocuments
BO00216  celistdocumentsinfo |

Type Constitution into the following fields and click [OK[:

e Page name e Metadata title

e Breadcrumb e Description

e Friendly name e Display Title
2 Edit Web Page Description X
Page name Breadcrumb

Friendly name | Cancel |
Metadata title [

Description | |

Display title | |

Display subtitle | |

Fage intro | |

Page trailer | |

Keywords

Page category

Use HTTPS

Make a note of the Web Page ID (as Support will need to know this).
web page Descriptiors |

¢ PO00366  Constitution

Please notify Support when ready to have the Constitution links switched on in the
Navigation List, and provide them with the Committee Category ID, Committee ID
and Web Page ID. Please note that if publishing the Constitution as a Singular
Version the Support Team will also require the Meeting ID (which can be viewed in
the Manage Meetings > Edit Meeting screen).
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% English Issue Manager .NET [Edit Meeting 01/06/2019, Constitution, M23789]
Manage Edjt Goto Configure Tools

Windows Help
[UELEIERNEL VL Meeting: 01/06/2019

Date 01/05/2018

Time [00:00 Planned 0000 Statys | Confirmed -
finish
Started : = Einished | 00:00 T Pre-meeting

Delete
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4 Publishing the Constitution

Click followed by [Manage Meetings| and select the Constitution
Committee from the Committees drop down list, then click |Add Meeting|.

Manage Edit Goto Configure Tools Windows Help

Manage Meetings

Committee _Cﬂnst\tumr; = ‘ S |

Between 01/05/2019  ~ and  |30/042020  ~

Add Meeting

Date Agenda Status Decision Sheet Statu  Minutes Status Status Edit Meetmg

Delete Meetmg |

View Ager\da

View Minutes

‘ View Decisions

Add Agenda Item |

Set the Date, and set the Time as 00:00, then click [OK].

Remember, for a Singular Published Version of the Constitution, to make a note of
the Meeting ID (as Support will need to know this).

@ English Issue Manager NET [Edit Meeting 06/06/2019, Constitution/M23790)] b (] x

Manage Edit Goto Configure Tools Windows Help

Manage Meetings EEESN]

B @52010 3 Time Planned 0000 - o - | —
e

finish

=
Pre-meeting -||{oo:00 | Abandon ‘
Room ~| Booked | Find Room ‘
Location | Print Attendees ‘
Contact —
o | Print Labels ‘
Special title ‘Comment ‘ ‘ —
AcCcess Public access ~| attendee order Alphabetic - | Check Clashes ‘
Attendees Distribution Reviewers Deadlines Media
Add Attendee ‘
Name Busy Role Party Attendance Representing —

| Edit Attendee ‘

Delete Attendee ‘

Click |View Agendal.

Manage Edit Goto Configure Tools Windows Help

Manage Meetings

Commitiee Constitution - | Close — ‘
Between 01/05/2019 - and  |30/04/2020 -
Add Meeting ‘

01/05/2019, 00:00  Does not exist Does not exist Does not exist

Date Agenda Status Decision Sheet Statu  Minutes Status Status | Edit Meeting ‘

Delete Meeting ‘

(i)

View Decisions

| View Minutes ‘

Add Agenda Item ‘
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Click |Add Item|

REPRSYIRSRE gend: o1s05,20+ |

No Title Access Docs Draft ‘ Cisx |
| -~ ‘ ‘ Merge |
| - ‘ ‘ Create Pack |

Publish

Outstanding Items Agenda Item Details Supplements ( Add Item

‘ Edit ltem |
Show items This committee only ‘ - | ‘ - |

‘ Edit Document |

‘meerDate . CreateDate  Title ‘

Add the Constitution heading in the Title field, and set the Issue type field to Non-
Key — Low. If required, click |Add Document].

D — Show in

Footnot - 5 .
fLiEr ‘ ‘ oot Start at - Duration ming ‘ Abandon |

marker
e R foheried |- ‘ Load from Library |
Issue ‘ ‘ Keywords ‘ ‘ ‘ Lese |
Tite  ((Part1- IntmdumtTD
Agenda Text Decision Text Minute Text Declarations Recorded Votes Other Documents Actions Restricted Media

Edit Text

Ite  Title Pages Access @Ducumem P

‘ - ‘ ‘ Edit Details

‘ T ‘ ‘ Edit Document |

The Add Document panel will open. Click [Browse Files... Search and select the
relevant section of the Constitution, then click Open|. Type in an appropriate
Document title and click [OK|.

Copyright © 2019 Civica Modern.Gov. All rights reserved. 3
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i+ Add Document %
Document title
X oK
( Part 1 - Introduction ) —
Document path ‘ Cancel
ChUsers\amanda.taylor\Desktop\Manda\Report Documents\Harmony.pdf -
Is in draft form? Reference | |
| Browse Meetings
Is late? Access Inherited - |
| Browse Reports..
show on facing page? Reason ‘ |
restricted

Include in minutes pack (not Agenda) 7

| Less...
Show in = —J
Item 1 - For Decision A Issue type Non-key - Low A M e Il 1.-_
- Footnot - _ .
iy | - | Footnote Start at - Duration mins ‘ Abandon |
marker
hd Inherited -
] | | e nhertte ‘ ‘ ‘ Load from Library |
lssue | | Keywords v‘ ‘ ‘ Less. |
Title Part 1 - Introduction
Agenda Text Decision Text Minute Text Declarations Recorded Votes Other Documents Actions Restricted Media
Edit Text
Ite Title Pages Access ‘ Add Document |
1 Part 1 - Introduction o Inherited ‘ " ‘ ‘
Edit Details |
id
‘ Edit Document |

Add any additional items, as required.

[MELELTRVER LA Agenda: 01/05/2019

Neo Title Access Docs Draft ‘ Close ‘
1 Part 1 - Introduction Inherited | - ‘ ‘ Merge ‘
| - ‘ ‘ Create Pack ‘

‘ Publish ‘

Qutstanding ltems Agenda Item Details Supplements Add tem |

‘ Edit ltem ‘
Show items This committee only - | - ‘ | - ‘

‘ Edit Document ‘

|PreferDate ~ CreateDate  Title ‘

Please note that Items without numbering can also be added by clicking (top
menu) followed by |Add Comment].

4 Copyright © 2019 Civica Modern.Gov. All rights reserved.
No part of this document may be reproduced without prior authorisation of Civica Modern.Gov.



CIVICA

Modern.Gov

ConstitutionConstitution

Managem Goto Configure Tools Windows Help

# Cut Ctrl+X
B2 Copy Ctrl+C
No |TH @& | paste Ctrl+V Access Cocpploah close

Add Agenda Item Merge

[ |
_ Add Comment ‘ - ‘ ‘ Create Pack

Add New Page

Publish
Edit Item

[ Edit Document

Outstani SRR Fp\emems ‘ Add item |

Load Text from Library

E ‘ Edit Item |
Show Change ltem Level - ‘ - | ‘ N |

Forward ltem To ‘ Edit Document |

Prefer [
Delete Item

Type the Constitution heading in the Title field and click [OK]

(TR Agenda Com

| Manage Meeting

Tide  (Part1-Introduction ) { oK
e

. ‘ Abandon ‘
Text Documents Styles and Options

‘ ‘ Load from Library ‘

‘ Save to Library ‘

Continue adding Agenda Items/Comments until all Constitution sections have been
added.

No Title Access Docs Draft | Close |
Part 1 - Introduction Inheritad | Merge |

| - | | Create Pack |

| Publish |

Outstanding ftems Agenda Iltem Details Supplements | Add item |

| Edit ftem |
Show items. This committee only - ‘ - ‘ ‘ - |
| Edit Document |

|PreferDate . CreateDate Title ‘

Once all sections of the Constitution have been added click .

[NELELERNITS T Agenda: 01/05/2019

No Title Access Docs  Draft ‘ Close ‘
Part 1 - Introduction Inherited ‘ - | {D

2 Part 2 Article 1 - The Constitution Inherited 1

3 Part 2 Article 2 - Members of the Council Inherited 1 ‘ - | ‘ Create Pack ‘

4 Part 2 Article 3 - Citizens and The Coundil Inherited 1

5 Part 2 Article 4 - The Full Council - Budget and Policy Framework Inherited 1 ‘ Publish ‘

Outstanding ltems Agenda ftem Details Supplements ‘ Add Item ‘

‘ Edit ftem ‘
Show items This committee only - | - ‘ ‘ - ‘
‘ Edit Document ‘

|Prefernaee . CreateDate  Title |
Select the relevant Template (Agenda Template) from the Merge Template drop
down list and click |[Start Merge,|.

Copyright © 2019 Civica Modern.Gov. All rights reserved. 5
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> Merge Data into Document Template O X

Lose previous edits [ Count pages '?

Merge template

{ Start Merge )~
{_ Constitution )

% Complete

Messages
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Check the document front sheet then close it.

Manage Edit Goto Configure Tools Windows Help

Manage Meetings  Agenda: 28/03/2018 | Agenda Document x
Insert Design Layout References i i Developer Help Q Tell me what you want to do .Q+ Share
ey PO — = = —_ = AL Find -
- - Ao~ | B | i= .= .. |e=a= | A
[ g, |lMerdanaBold -4 -|A A == TE =32 AT uasbceL AaBbCel AaBbCc AaBbl . e
T eac
Paste ¢ BT U -ax e aly A ==== l=- Emphasis THeading 1 THeading2 THeading3 |+ [k Select +
Clipboard = Font F] Paragraph (F] Styles [F1 Editing ~
H -0 & = -
L -2-|-1-|-§-|-1-|-2-|-J-l-4-|-5-|-6-|-7-|-8-|‘9-|-10-|-11-|-12-\-13-|-14-|-15-|-16‘|‘a‘|‘].8-
I
®
: C I I
E O n St I t u t I o n 0
g
~
Agenda: 01/05/2019
No Title Access Docs  Draft ‘ Sioss ‘
PFart 1 - Introduction Inherited ‘ Merge ‘
2 Part 2 Article 1 - The Constitution Inherited 1
3 Part 2 Article 2 - Members of the Council Inherited 1 ‘ - | l
4 Part 2 Article 3 - Citizens and The Coundil Inherited 1 :
5 Part 2 Article 4 - The Full Council - Budget and Policy Framework Inherited 1 ‘ Publish ‘

Outstanding ltems Agenda ftem Details Supplements ‘ Add Item ‘

| edtrem |
S iTms This commitiee only | - ‘ ‘ - ‘

‘ Edit Document ‘

|Prefernaee . CreateDate  Title |

Click [Start Create|.

Creating Document Pack O X
% Complete
0% l t Start Create j
Messages | View Existing ‘
|
Copyright © 2019 Civica Modern.Gov. All rights reserved. 7
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Check the document then close it.

"L 55ADocPackPublic.version0001.pdf - Adobe Acrobat Reader DC
File Edit Window Help

Home Tools $SADocPackPublic... X

® B X Q ® R M O® «x- [ B F
@ Bookmarks X Page 1 :
N ="
@ ﬂAgenda
[1 1Part 1 - Introduction Constitution Of

[ 2 Part 2 Article 1 - The

Constitution th e CO u nCi I

[ 3 Part2 Article 2 -
Members of the Council

[ 4 Part2 Article 3 -
Citizens and The Council

[1 5 Part2 Article 4 - The
Full Council - Budget and
Policy Framework

P

Click |Publish].

No Title Access Docs  Draft ‘ Cis: ‘
Part 1 - Introduction Inherited ‘ - | ‘ s ‘

2 Part 2 Article 1 - The Constitution Inherited 1

3 Part 2 Article 2 - Members of the Council Inherited 1 ‘ - | ‘ Create Pack ‘

4 Part 2 Arficle 3 - Citizens and The Council Inherited 1

5 Part 2 Article 4 - The Full Council - Budget and Policy Framework Inherited 1

Outstanding ltems Agenda ftem Details Supplements ‘ Add Item ‘

‘ Edit ltem ‘
Show items | This committee only - | - ‘ ‘ ~ ‘

‘ Edit Document ‘

|PreferDa|:e . CreateDate  Title |

Copyright © 2019 Civica Modern.Gov. All rights reserved. 9
No part of this document may be reproduced without prior authorisation of Modern Mindset Ltd.



CIVICA

Modern.Gov

ConstitutionConstitution

Click [Start Publish|.

\; Publishing Documentation - O X

New Status

' Cstrt pubisn )
Published to web - L

% Publish Complete

Messages

Click [Close], then select [Yes| or [No| to the Print Unit and Notify Users Prompts, as

required.

\g Publishing Documentation - O X

New Status
[
Published to web - m

%6 Publish Complete

Messages

Publishing Agenda ltem AI00038166 to Internet ”~
Publishing Agenda ltem AI00038167 to Internet

Publishing Agenda ltem AI00038168 to Internet

Publishing Agenda tem AI00038169 to Internet

Purging old Agenda ltems data from Internet

Setting publish date on web files

Setting publish date on Internet web files

Publish process complete

Publishing completed successfully

Please refer to the Meeting Management manual for further guidance on setting up

a meeting.
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4.1 Updating the Constitution (as a Singular Version on the Web)

The website links have been set up to point directly to the published Constitution.
Therefore, it is important, when updating the Constitution, not to affect the links.

Click Manage], followed by Manage Meetings], and select Constitution from the
Committees list, then click Add Meeting|

Manage Edit Goto Configure Tools Windows Help

Manage Meetings

Committee Constitution | lozey ‘
Between 01/05/2019 and | 30/04/2020 | e ‘

{ Add Meeting )
Date Agenda Status Decision Sheet Statu  Minutes Status Status | Edit Meeting ‘

01/05/2019, 00:00  Published to web Does not exist Does not exist

| Delete Meeting ‘

[ view Agenda

| View Decisions

| View Minutes

| Add Agenda item ‘

Set the meeting date as the published Constitutions original publication date, set the
start time as 00:00, add a Special Title i.e. Archived or Superceded, then click .

Date (01/05/2018 ) ~| qjme (0000 )2 :Li::ﬂd o000 - Status | Confirmed
[ —
Started 0000 - Finished 0000 - | Pre-meeting o000 - | Delete ‘
Room Booked | Find Room ‘
Locatit 5
oeation | Print Attendees ‘
Contact
. | Print Labels ‘
Special title Archived Comment ‘ ‘
< ”
Access Public access Attendee order | Alphabetic | Check Clashes ‘
Attendees Distribution Reviewers Deadlines Media
Add Attendee
Name Busy Role Party Attendance Representing

| Edit Attendee ‘

Delete Attendee ‘

Select the newly added meeting and click |View Agendal.

Copyright © 2019 Civica Modern.Gov. All rights reserved. 11
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Manage Edit Goto Co 15 indows Help

Manage Meetings

Pz 01/05/2019 - and  |30/04/2020 -
Add Meeting
Date Agenda Status Decision Sheet Statu  Minutes Status Status Edit Meeting
01/05/2019, 00:00  Published to web Does not exist Does not exist -
01/05/2019, 00:00  Under construction ~ Does not exist Does not exist Archived Ecioiniecing
——
{ View Agenda }
——————1

View Decisions

View Minutes

Add Agenda Item
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Click (from the top menu), followed by [Copy Agenda from Anothet].

Manage [[T) Goto Configure Tools Windows Help

Cut Ctrl+X
S Copy Ctri+C

No T o oo — Access Docs  Draft ‘ Slose |
Add Agenda Item ‘ | ‘ Merge |
Add Comment ‘ - | ‘ Create Pack |
Add New Page ‘ Publish |
Edit ltem

[ Edit Document

Oustan|  EditIext Fp\emems ‘ Add ftem |

Load Text from Library
‘ Edit Item |

Show Change ltem Level } ‘ - ‘ | - ‘

Forward Item To ‘ Edit Document |

Delete Item
Merge

Bublish

Import Draft
Export Files
Numbering Styles

C_EEEY Agenda from Another >

Select the Constitution Committee, select the date of the published Constitution,

and click [Start Copy].

Copy Items from Another Agenda

{ Start Copy b
Committee Consfitution .

| Cancel |
Meeting Date 01/05/2019 =

% Copy complete

| E |

Click (Close].

[LELELTERVE G Agenda: 01/06/2019

No Title Access Docs Draft "

Part 1 - Introduction Inherited

| - | | Merge ‘
2 Part2 Article 1 - The Constitution Inherited 1
3 Part 2 Article 2 - Members of the Council Inherited 1 | - | | Create Pack ‘
4 Part 2 Arficle 3 - Citizens and The Council Inherited 1
5  Part2 Article 4 - The Full Council - Budget and Policy Framework Inherited 1 | Batisi ‘

Outstanding ftems Agenda ltem Details Supplements | Add ftem ‘

| Edit ltem ‘
Show items This committee only - ‘ - | ‘ - |
| Edit Document ‘

|PreferDate . CreateDate Title ‘
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Select the meeting with the Published Constitution, click [Edit Meeting| and change
the date to the new date of publication, then click |OK|.

weting: o1/0s;2o- |

Manage gs
Date (@1/06/2019 | fime [0000 Planned o000 status | Confirmed - [ ~]
-~ finish ‘L_ oK P
S 0000 * Finished 0000 ° | Premeeting /o000 * | Delete ‘
Room ~| Booked | Find Room ‘
Locatic
oeston | Print Attendees ‘
Contact
_ | Print Labels ‘
Special title Comment | |
Access Public access ~| Attendee order Alphabetic - | Check Clashes ‘
Attendees Distribution Reviewers Deadlines Media
Add Attendee ‘
Name Busy Role Party Attendance Representing

| Edit Attendee

Delete Attendee ‘

Click [Yes] or [No] to the Meeting Date Changed and the Notify Users Prompts, as
required.

Select the meeting with the Published Constitution and click View Agendal.

Manage Edit Goto Configure Tools Windows Help

Manage Meetings

Committee Constitution 7 | lozey ‘

Between 01/05/2019 - and  |30/0472020  ~ | Find ‘
| Add Meeting ‘

Date Agenda Status Decision Sheet Statu  Minutes Status Status Edit Meeting

01/05/2019, 00:00  Under construction Does not exist Does not exist Archived
| Delete Meeting ‘

{ View Agenda )

| View Decisions

01/06/2019, 00:00  Published to web Does not exist Does not exist

| View Minutes ‘

| Add Agenda item ‘

Click Unlock for Edit, make the required amendments, merge, pack and re-Publish

the Constitution.

No Title Access Docs Draft ‘ Ciis |
Part 1 - Introduction Inherited View Merge |
2 Part2 Article 1 - The Constitution Inherited 1
3 Part2 Article 2 - Members of the Council Inherited 1 ‘ View Pack |
4 Part2 Article 3 - Citizens and The Council Inherited 1
5 Part2 Article 4 - The Full Council - Budget and Policy Framework Inherited 1 qt AL j)
‘ Unlock for Edit |
Outstanding fems Agenda Item Details Supplements ‘ Add [tem |
‘ View ltem |
Show items This committee only - | - ‘
‘ View Document |
| PreferDate - CreateDate  Title |
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Once the new link has been added to the Navigation List, click on it to display the
Consitution, as follows:

You are here: Meetings, agenda, minutes Calendar

Committees

Meetings, agendas and minutes  Constuton
- Browse the agenda/minutes Consultations

* Search documents .
Decisions

Information

Constitution
Saturday 1st June 2019

* Frontsheet |4 PDF 220 KB

No. Item

1. Part 1 - Introduction [/} PDF 18 KB

2. Part 2 Article 1 - The Constitution [/jPDF 18 KB

3. Part 2 Article 2 - Members of the Council [} PDF 18 KB

4, Part 2 Article 3 - Citizens and The Council [}} PDF 18 KB

5. Part 2 Article 4 - The Full Council - Budget and Policy Framework [} PDF 18 KB
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4.2 Updating the Constitution (as a List of Published Versions on
the Web)

The website links have been set up to point to the list of published versions of the
Constitution.

Click Manageé), followed by Manage Meetings], and select Constitution from the
Committees list, then select the most recently published Constitution meeting, click
[Edit Meeting|.

Goto Configure Tools Windows Help

Manage Edit

Manage Meetings

Committee Constitution - | gloze} ‘
Frirzam 01/05/2019 - and  |30/04/2020 - | Find ‘

| Add Meeting ‘
Date Agenda Status Decision Sheet Statu  Minutes Status Status 4 Edit Meeting 4

01/05/2019, 00:00  Published to web Does not exist Does not exist

| Delete Meeting ‘

[ view Agenda

| View Decisions ‘

| View Minutes ‘

| Add Agenda Item ‘

Add a Special Title i.e. Archived or Superseded, then click [OK].

- : = : = - = ]
Date 01/05/2019 Time (0000 : Planned 0000 Status | Confirmed ‘ or
finish L _
Started 0000 - Finished | 0000 > | Pre-meeting o000 - ‘ Delete ‘
Room ~|  Booked ‘ Find Room ‘
Location .
‘ Print Attendees ‘
Contact
Print Labels ‘
Special title Comment ‘ ‘ ‘
Access Public access ~ Attendee order Alphabetic - ‘ Check Clashes ‘
Attendees Distribution Reviewers Deadlines Media
= Add Attendee ‘
Name Busy Role Party Attendance Representing

‘ Edit Attendee ‘

Delete Attendee

Click Add Meeting|.

Windows Help

Goto Configure Tools

Manage Edit

Manage Meetings

Committee Constitution - | gloze} ‘
Frirzam 01/05/2019 - and  |30/04/2020 - | Find ‘

Add Meeting )
Date Agenda Status Decision Sheet Statu  Minutes Status Status | Edit Meeting ‘

01/05/2019, 00:00  Published to web Does not exist Does not exist

| Delete Meeting ‘

[ view Agenda

| View Decisions

| View Minutes

| Add Agenda Item ‘
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Set the meeting date, set the start time as 00:00, and click |OK|,

Sen (@1/06/2019 3| Time Planned o000 * statye | Confirmed - T

finish -

1
Started o000 Finished | 00:00 > Pre-meefing vo0e0 | Delete ‘
Room ~| Booked | Find Room ‘
Locaten | Print Attendees ‘

Contact —
| Print Labels ‘

Special title Comment | | —
Access Public access ~| Attendee order Alphabetic - | e C\ash:s ‘

Attendees Distribution Reviewers Deadlines Media
- Add Attendee
Name Busy Role Party Attendance Representing -

| Edit Attendee ‘

Delete Attendee ‘

Select the newly added meeting and click View Agendal.

Manage Edit Goto Configure Tools Windows Help

Manage Meetings

Committee Constitution - ‘ Elose - |
‘ Add Meeting |

Date Agenda Status Decision Sheet Statu  Minutes Status Status ‘ Edit Meeting |

01/05/2019, 00:00  Under construction Does not exist Does not exist Archived -

‘ Delete Meeting |

{ View Agenda

‘ View Decisions |

‘ Add Agenda ltem |

01/06/2019, 00:00  Does not exist Does not exist Dees not exist

‘ View Minutes

Click (from the top menu), followed by Copy Agenda from Another

Manage ((F:1) Goto Configure Tools Windows Help

& Cut Ctrl+X

Agenda it - e Ctrl+C

No |TH @&  paste Ctrl+V e Docs | Draft ‘ C\o;e_ |
Add Agenda Item ‘ A| ‘ Myge_ |
Add Comment ‘ - | ‘ Create Pai |
Add New Page ‘ publish |
Edit ltem -

| — Edit Document

Outstan Edit Jext Fp\emems ‘ Add Item |

Load Text from Library
‘ Edit ltem |

Show Change Item Level = ‘ - ‘ | - ‘ =
B ) Edit Document |

Forward Item To ‘
Prefer [

Delete ltem

Merge

Publish

Import Draft

Export Files

Numbering Styles
(?oa Agenda from Arrmﬁ:e}')
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Select the Constitution Committee, select the date of the published Constitution,

and click [Start Copy].

Copy Items from Another Agenda

1 Start Copy +

| Cancel |

Committee { _(_:onstitution_)
Meeting Date @-UDSIZDM )

% Copy complete

| 2 |

Make the required amendments, then Merge, Pack and Publish the Constitution.

Mansge estng: [ERRRIRIRRE] —

No Title Access Docs Draft | o

Part 1 - Introduction Inherited | - | ( Merge —\}
2 Part 2 Article 1 - The Constitution Inherited 1 —
3 Part 2 Article 2 - Members of the Council Inherited 1 | - | Ecreate Dack:j
4 Part 2 Arficle 3 - Citizens and The Council Inherited 1
5  Part2 Article 4 - The Full Council - Budget and Policy Framework Inherited 1 K: Rublis D

Outstanding Items Agenda Item Details Supplements | Add ftem ‘
| Edit item ‘

Show items This committee only ‘ - | ‘ ~ | |
Edit Document

Prefer Date Create Date Title

Once the new link has been added to the Navigation List, click on it to display the
Consitution, as follows:

You are here: Meetings, agenda, minutes Calendar
Committees
Meetings, agendas and minutes ( Constiaion )

Consultations

- Browse the agenda/minutes

« Search documents -
—— Degcisions

* Constitution of 1 Jun 2019
* (Constitution of 1 May 2019 - Archived
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