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Agenda ltem 1

DEVELOPMENT & ENVIRONMENT SERVICES Local Member - Councillor McQueen

PLANNING APPLICATION REPORT Date of Validity - 191" November 2001

Bute & Cowal Area Committee Committee Date - 7t May 2002

18t April 2002

Reference Number: 01/01878/DET

Applicants Name: DGM (Scotland) Ltd

Application Type: Detailed : Supplementary Report No1

Application Description: Erection of 24 Flats and Provision of Car Parking, Demolition of Offices
and Modification & Relocation of Existing Car Parking

Location: Former Harmony Hotel Site, Alexandra Parade, Dunoon

(A) INTRODUCTION

Further to the departments original report dated 24th December 2001 duly considered by Members on
the 16th January 2002, it was resolved to grant planing permission subject to the conclusion of a
section 75 agreement and planning conditions. The thrust of the Section 75 Agreement was to ensure
that the public car park be provided prior to the commencement of work together with measures to
ensure the provision of signage, ticket machines and lighting etc.

Subsequently, Corporate & Legal Services have recently advised that following a title search it has
emerged that there is an additional right of title in respect of private parking and access for the owners
of the former Royal Bank premises on Argyll Street. These were indicated on the approved plans as
being public car parking spaces number 53 and 54.

In response the agent has submitted an amended plan which shows a modified car parking layout with
the two affected car parking spaces i.e. number 53 and 54 being relocated elsewhere within the site,
an area where it was originally proposed for motorbikes.

Consultations
Area Roads Manager : Views awaited.
CONCLUSIONS

Although the loss of space allocated for motor bikes is unfortunate this has to be balanced against the
fact that there is no specific parking for motor bikes at present. It is therefore considered given that the
revised layout that this will not result in the loss of any public car parking spaces and that that the
amendment is acceptable in principle, providing always to the Area Roads Manager concurring with
such views.

The agent has also advised that his client is currently negotiating with the affected party i.e. the owners
of the former Royal Bank premises with a view to acquiring the right to utilise them. Should this prove
successful then it is intended that they would revert to the originally submitted scheme.

(B) RECOMMENDATION

Subject to the views of the Area Roads Manager it is recommended that Members note the contents of
this report and agree to such amended plans in respect of car parking provision.

a,bu,.d.(gwm,,._

Angus J Gilmour

Head of Development & Building Control

"In reaching my assessment on this application, | have had regard to the documents identified in brackets
above which are available for public inspection in terms of the Local Government (Access to Information) Act
1985".

Author: Dafydd Jones : Area Planning Officer

E:\SWALE\DATA\AGENDAITEMDOCS\5\4\0\A100023045\$X1JOFQWT.DOC
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CIRCUIT REGULATIONS

Special circuit is in force owing to noise sensitive areas. All circuits to the South

Light aircraft should make a large circuit, clear of the farm immediately south of the strip and the A30
Microlights may make a tight circuit strictly North of the A30

Aircraft should under no circumstances stray over any buildings other than the industrial units

Do not, under any circumstances, overtly the farchag‘e Sputh side of the A30
Stay well clear of Chilbolton village and the radar dish
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NOT FOR PUBLICATION BY PAPER NO. 9 9/ 8 O 8 A

VIRTUE OF PARAGRAPHS 7 AND 10
OF PART I OF SCHEDULE 12A TO
THE LOCAL GOVERNMENT ACT 1972

WANDSWORTH BOROUGH COUNCIL

POLICY AND RESOURCES COMMITTEE — 24TH NOVEMBER 1999

Report by the Borough Solicitor and Head of Professional Services on the shortlisting of firms
interested in tendering for the provision of Routine and Non-Routine Litigation and Social Services

Legal Work.

1. The background to this report is set out in Paper No. 99/808.

2. The following are recommended for shortlisting for the contracts indicated:-
Firm Routine Litigation Non-Routine Social Services
Contract Litigation Contract Contract
Barlow Lyde & Gilbert Y
Creighton & Partners Y
(* see below)
Donne Mileham & Y Y
Haddock
Duthie Hart & Duthie Y
Routine Litigation DSO Y
Sharpe Pritchard Y Y
Social Services DSO Y
Steele & Co Y Y
Stonehams Y Y
Wragge & Co Y
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*Creighton & Partners:

This firm was formed following a “Management Buy Out” of the legal service previously provided
by the Social Services DSO of Westminster City Council. In view of the fact that this firm only
commenced trading on 1st April 1999 and has only one client (Westminster City Council) there are
obvious potential risks relating to this firm. The Council’s continuing policy is to carry out a risk
analysis before requiring a performance bond (based on former Department of the Environment
guidance issued on 24th July 1996 and continued by Department of the Environment, Transport and
the Regions Circular 16/97). Accordingly the following factors have been considered:-

(a) Financial standing — the Director of Finance has been unable to carry out an appraisal
because of the absence of a balance sheet. On the basis of information supplied the Director
of Finance estimates that the value of the proposed contract relative to the firm’s current
turnover is approximately 80%. The Director of Finance advises that this exceeds the usual
limit of 50% and increases the potential risk.

(b) Extra cost — in the event of insolvency/performance failure the extra cost to the Council
would depend upon timing and the rates charged by a new contractor (see below).

(©) Length of contract — the contract period is 5 years; clearly if default occurred early in the life
of the contract and the re-tendered rates were higher the Council would be at significant risk.

(d) Technical difficulty — there is no exceptional technical difficulty as such, but the poor market
response indicates the difficulty the Council would be likely to face if it sought to re-tender
this work.

(e) Experience of other contracts — although there is no history of legal firms failing, there is
equally no history of management buy-outs by Legal Services DSO’s.

In view of the above risk analysis, therefore, the Director of Finance confirms that this firm ought to
be required to provide a performance bond in order to protect the Council’s financial interests and he
advises an initial sum of £250,000. This amount could taper off over the life of the contract, as the
effects of failure diminish, i.e. initial sum at commencement of contract £250,000; at end of Year 1:
£200,000; end of year 2: £150,000; end of year 3 £100,000; end of year 4: £50,000. This reflects the
potential costs that may arise if the contract has to be terminated. If this were to happen during the
first year, the re-tendered price may increase by say 20% which would give rise to additional costs of
£50,000 p.a. for four years, plus management and other costs of re-tendering of say a further £50,000.

Finally, also as a condition of tendering it is considered necessary to require that this firm

put in place a satisfactory time-recording and case management system,; it is vital that the Council
has access to reliable time-recording data as a reliable basis for the setting of notional hours upon the
re-tendering of this contract.

The Director of Social Services has been consulted and concurs and regards it as important to include

this firm on the shortlist on the basis proposed because, subject to the matters identified, the firm has
demonstrated relevant experience and expertise in the areas of legal work concerned.
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3. The following firms expressed an interest in various contracts but are not recommended for
shortlisting:-
Firm Routine Litigation Non-Routine Social Services
Contract Litigation Contract Contract
Batchelors N N
Boothroyds N
Duthie Hart & N N
Duthie
Edwin Coe N
Connolly Lowndes & N
Pearson
Harris & Cartwright N N
Judge & Priestley N N
Kingsford Stacey N N
Blackwell
Kent County Council N N
Lewisham LBC N
Ormerod Heap & N N N
Marshall
4. The unsuccessful firms were not selected for a variety of reasons — the most common being

that they did not completely satisfy the officer panel of their ability to deliver the services in
accordance with the detailed specifications or did not have sufficient relevant experience.
Although Judge & Priestley are the current contractors for non-routine litigation, in the light
of performance and in comparison with those firms recommended for shortlisting, this firm is
not recommended for shortlisting.

5. This report is for information.

MARTIN WALKER
Borough Solicitor

The Town Hall,

Wandsworth, SW18 2PU

17th November 1999

NIGEL POWLSON
Head of Professional Services.
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modem+gov | ISSUE Manager Course

L | abed

How to use Issue Manager to manage
plans, agendas and minutes



| modern.gov | CO n te n tS

= Overview of modern.gov

= Forward Planning Tutorial

= Agenda and Minutes Tutorial
= Issue Manager in Detail

| ebed



[emgo] \WNat does modern.gov do?

= Manages database of political information
= Manages the forward plan document

= Builds agenda and minutes documents

= Publishes documents to the web

= Manages call-in process

¢ abed



[eemee] SYstem Components

Single Server Solution

Public, Officers
& Members
via Web Browsers

Web Server

7] ebed

Issue Manager
Windows application

A

Democratic
Services




[emsn] FOrward Planning Tutorial

= Understanding Issues
= Create a new plan

= Add an Issue

= Merge plan document
= Publish

Gl ebed



[meemeor] \NDat is an Issue ?

= ... a topic of debate

= ... the means of tracking discussions
across the council

9] abed

= ... the items in a Forward Plan



[emgo] \What Makes Up an Issue?

= [itle and description
= Reports

= Decision makers

= Agenda items

= Decisions

= Call-In history

)| ebed



[eengo] |_ifecycle of an Issue

= Outstanding Issues
= Still being discussed

g| abed

= Completed Issues
= Decisions have been made



[eenge] [SSUE ‘IMportance Types'

6] obed

Key Issue

= appears in Plans

PFP

= Policy Framework Proposals

Normal

= usually Executive (delegated) Decisions
Low

= Created automatically when you work
directly with agendas



[memer] VW Hat is a Plan?

= A list of Key Issues and PFPs

= Window on all outstanding Key Issues
= An Issue can appear in many plans

= Produced by a Committee or group

= Valid for limited date period

= New plans usually carry forward
outstanding Issues

0c @bed



| modern.gov | Step 1 - Add a Plan

1. Menu: Manage / Plans or F9

Lz abed

2. Select Producer

%, Issue Manager - [Manage Plans] - IEllil
b Manage Edt Goto Corfigure  Windows  Help =
— Find Flanz By .
Froducer IDemnnstration & Soruting - j
Between Dates fidd Plan -

— Matching Plans: 2

Edit Plan \

Publish D ate
1]
29/ /2002

| Start Valid
1
/082001

Auguszt bo Mowvember 20010

Endvalid |

304114200

Status
le
Publizhed to web

| &dministrator hanage Plans | Manage Meetings

Lelete Plan |
Edit Plan ltemsz |

_ 3. Press Find

N\ 4. Press Add Plan




[reenee] Step 2 — Save the Plan

1. Specify valid date range 2 Add Title

% Issue Manager - [Edit Plan: ~u024] - IEllil
b Manage Edt  Goto igure  Windows Help =

Y
Q
«Q v

@ | yvaitiom [ @072001 2 - BT = LI / 0K | 3 P O K
N . Fress
N Producer IDemnnstratiun % Scruting / Delete |

Contact |Mrs'w ‘wéindrill, 0181 547 5020 / Fax 0181 547 5032 /

|email: mtreveil@dircon. co.uk
bcoess IF'uinc Access j
Title IJuI_I,J to October 2001 v

Description

:I Edit Text |

| & drinistratar Plar: PO024 | Manage Plans | Manage Meetings "




[eenge] Step 3 — Edit Plan Items

¢z obed

1. Select plan and press Edit Plan ltems

%, Issue Manager - [Manage Plans] - |E||5|
24 Manage Edit Ggho Configure  MWindows  Help == x|
—Find Planz By: \\ .

Producer IDemonstration  Scruting j
Between Dates [I7:01/01/1989 = and [I¥01/m1/2010 =] addPan |

_ . : N\

M atching Plang: 2 N\ Edit Plan |
04401 Julh il I it b ramblabed Delete Plan
29/01/2002 August to Movember 2001 01/08/2001 3041142001 Pul \

Edit Plan Jtems |
| &dministrator tdanage Plans | Manage Meetings A




[neenge] Step 4 - Add Issue

1. Press Add item..

',‘.‘.p Issue Manager - [Plan Items: Tutorial, PO064 ] ;|g|5|
‘;E?;‘s Manage Edit Goto Configure  Windows Help ;lilﬂ
— Plan ltems

Mo | Title | Mext Decizion | Appendi:-:l

Ll Merge |

:l Edit &ttachment

yZ obed

Puhblish

Expart

|
lzzues Issue Details :I ,-'f_I Add |teml |

Show lszues IAII Outstanding F.ey lzsues and PFP: j _l Edit [tem |

10 | Statuz | Create [ate | Title | -
1000030 Outstanding 14/06/2000 14 Linstead Y ay Planning Application 1234

000578 Outztanding 03/11/2001 Adding Group Support for User Lists

000574 Outgtanding 11,/08/2001 Better Care Higher Standards Care Charter 2001 [Adults) b
000027 Outgtanding 14/06/2000 Capital Expenditure 1393-2000

000437 Outstanding 21/04/200 Committee techplant.i

000517 Outstanding 11,/08/2001 Cromwell Boad by Fairfax Road, Teddington - Speed Table and ' aitin...
Innn&1A Mutstandinn 1100 AP Llniat lreesztmnent Pland bar W elfare o dodnolks ;I

| &dmiristratar Plan Iterns: PO0G4 | tanage Plans | i




[eemge] Step 5 — Edit Issue

1. Enter Title, Wards

%, Issue Manager - [Issue] - IEllll
b Manage Edit Goto  Corfigure  MWindows  Help == x|

V 4

Publish Style |Publish Automatically

Gz abed

brocess IF'uinc Access j Importance IKey lzzue vI
-

Title | v

Decizsion Makers  Description | Documents | Consultation | Background |.~’-‘«ger1da|tems| Decisions

| Decizion Maker | Diue [ ate

2. Press Add for decision maker

| & dministrator lszuer 1000000 | Flan Items: POOG4 | k ahage Plans

Issue Type I / ﬂ _I Ok |
Ward I / j _I

Ahandan |
Seb Eampleted |

lzzue Hiztary |
Add |
Edit |
Delete |




[eenee] Step 6 — Add Decision Maker

9z abed

= De

1. Select Decision Maker,
2. Set Due Date,

3. Select Lead Officer

OF.

Cancel

Decision Maker || ! =l
Cormment |

Due Date | Before | |as0rr2002 >

Date Comment |

Lead Officer | =l

Contact Details I

[tern Murber I'I ﬂ

Add Agenda ltern v

4. Press OK



[emge] Step 7 — Create Plan Document

1. Press Merge

|

'.‘.‘,» Issue Manager - [Plan Items: Tutorial, PODG4] ;|g|5|
@ Manage Edit Goto Configure  Windows Help ;Iilil
— Plan ltems

Mo | Title | Mext Decision | ﬁppendﬁl

1 My lssue 0407 /2002

Edit &ttachment

€ Merge Data into Document Template — | Ellil Fubich

L Lose Previous Edits [~ Start M
art Merge —

| Merge Template

Flary

Fl

/7 8bed

Export

Add [tem

Edit [tem

[ |
e |
_eodten |
TR

o+ Merge Complete

ionn Messages

000 2. Press Start Merge

=

=

= C
—

Adrmirist, . : A




[eenge] Step 8 — Plan Document

1. Close Document

%, Issue Manager - [Demonstration & Scrutiny, Tutorial Plan Document] — 101 x|
4 Manage Edit Goto Configure  Windows Help o =] |
J File Edit Wiew Insert Format Tools Table 'Window Help ﬂ

DRl 8RY|s2ad|o-

-@.

Q-JU | Headngz < avil -1 -|B 7T = = & .
(@) (] q-l-pl-z-le-l-et-|-5-|-5-|-?-|-s-|-9-|-1u-|-11-|-12-|-13-|-14-|-15-|-15-|-1?-|-1s-|-19-|-2u-|-21-|-22-|-23-|-24-_ g
1
co FOR-THE: PERIOQD:. - TUESDAY,4-JUNE:2002- TO-SUNDAY,:6:0OCTOBER-2002.1
il
1
Key-Decisionz Decision-makery | Date-decision:| Those-to-be- Relevant-reportsy| Lead-Officer(te: (1
to-be-takenn consulted-S-howy |1 whom:
JFor-detaiis, see: Ll fle.-any representations-
notes-on-finak [Fordetails-of document should-he-made)y
pagefa overview: refating to-the
&Scrutiny(O&5) | decision-which | [For-details, see
Committees, see- are-avaliable-at notes-on-finak
notes-on-final the-ime-of pageju
pagept publication-of
the-Forward-
Planfu
el il i ] el ] hai
ety IssuEs Cahinet-= 4-July-200 2 o None .- =& R I
o
a: o o o a: s la
u i I I u 3 Isd =
1A -Linstead-Way-Planning | Demonstration-&- | 18-April- 20002 | My Consultation- Committee- Councillor-Agatha- g B
Application: 1234 SCrUtiny = texte techplant 19 Trevel-f 2]
Attarhed. o B

Administratar Flan Document | Plan Items: PO0G4 | Manage Plans |

£




[reemee] Step 9 — Publish Plan

1. Press Publish

i8]
@ Manage Edit Goto Configure  Windows Help ;Iilil
— Plan ltems
Mo | Title | Mext Decision | .t'-\ppendi:-:l
1 My lssue 0407 /2002 f_l

:I Edit Sttaftmert
% Publishing Documentation - |EI|5|
: Publizh |

62 9bed

Start Publizh Expart

Add [tem

% Publizh Complete

I Merge Template
Show

i

Edit [tem

Meszages

7
w | 1. Press Start Publish

(000! =

000! ll

| &xdministrator Flan Items: PO0E4 | Manage Flans 4




[eemee] Step 10 — Browse Web

| Forward Plan - Microsoft Internet Explorer =lox]
File Edit Wiew Favorites Tools Help | ﬂ.
Qeack - ) - [ [ @ | ) Search - Favorites @) Media 42 | R B - |Links »
Address @ htkp:fflocalhost: 8080 moListPlanIterms, asp?PlanId=64

Homepage London Borough of Barking & Dagenham

Local Democracy

Forward Plan

0¢ ebed

04/0612002 to 0611072002 - Demonstration & Scrutiny Prirted Plan
1. My Issue lssue History
1. Browse Plans !

Deciaion Maker: Cabinet
Deciaion Deadine: 4 July 2002

. . 2. 1A Linstead Way Planning Application 1234 lzsue Histaory
Find Information
What's Mew )
Search Here is some data far the planning lssue
N Erowse beetings
Erowse Plans Decision Maker.  Demanstration & Scrutiny
Deciaion Deadiine: 18 April 2000
Consultation: My Consultation text

Associated Documentation:

= Committee techplan. 1
= Attached Document Formats Currently Handled by modern

Click on the Document to browse

modem.gowsupplied by Mew Technologyfenterprise Ltd

-
€] T —




[ene] Agenda and Minutes Tutorial

= Create a meeting

= Edit agenda

= Add agenda item

= Merge the agenda document
= Publish agenda

= Create minutes

= Publish minutes

L€ abed



[emge] Step 1 - Add a Meeting

Z2¢ obed

1. Select Committee

*..‘,» Issue Manager - [Manage Meetings] - |EI|5|
{?} Issues Edit Goto  Configure  Tools  Windows  Help _|5’|£|

— Find Meetingz By

Committes

Between D ates

and [¥io1/01/2000

— Matching Meetings: 2

Add Meek
Edithﬂle:h

Drate | Agenda Statuz | Decizions Status | binutes Status
1310/2000 IJnder conzstuction Does not exist Does not exist
144242000 IInder canstruction Does not exist Does not exist

| &dminiztratar Agenda: 28/04/2001

| bl anage Meetings

Delete Meeting

Wiew fgenda

Yiew Decisions

Wi Minutes

Wiew Documents

&dd Agenda [tem

_—~ 2. Press
Find

\3. Press
Add...




[ems] Step 2 — Save the Meeting

%, Issue Manager - [Add Meeting]

{fé} Issues Edit Goto Configure  Tools  Windows  Help

1. Input date / time

=10l x|
=18 x|

(ala

D
Y)

Date |E/0s/200 00:00 <

ok

Location | The Tawn Hall [Fioom 123), W aF8sworth High Street, Sw8 2PU

.ﬂ.banN

Add Attendes

Lontact |Mrs W wiindrmill, 0187 547 5020 / Fax 0181 547 5032
Iemail: rtreveil@dircon. co.uk
ACCEss IF'uI:uIiu: Access j
Attendees
M ame | Flols | Attendance | Paper Copy 7 | -
Administrator Guest Expected ez
Councillor Janet . Bowen-Hitchings, CC Councillor Expected Mo
Councillar Peter Crerar Councillar Ewpected Mo
Councillar b arian Darke Councillar Ewpected Mo
Councillor Bolson Davies Councillor Expected Mo
Councillor Dawvid Edwardz Councillor Expected Mo -
Councillar Rary Faulkner Councillar Ewpected Mo
Councillar D awid Frazer Councillar Ewpected Mo
Councillor Julie Haines Councillor Expected Mo
Councillor Chiizsie Hitchoock, Councillor Expected Mo
Crwncillar Frie Hornnbkbrean b mribr Carn doeraks anln (A j

| &dminiztrator keeting: 05/06,/2001

| td anage Meetingz

Edit Attendee

Delete Attendees

T~

2. Press OK



[ene] Step 3 — Edit Agenda

¢ obed

_Inix
{?} Issues Edit Goto  Configure  Tools  Windows  Help - |5’ |£|
— Find Meetingz By -

Committes Dull and Dizhoeate j Fird
Between Dates [{¥101/01/1989 =] and Add Mesting
— Matching Meetings: 3 E dit M esting
D ate | Agenda Statuz | Decizions Statuz | binutes Statuz | Delete Mestin |
13042000 IJnder construction Doz not exist Does not exist — = .
14/12/2000 nder conztuction Does not exist Does not exist 7”7
0506/ 2007 72400 [ oes ot exizt [loes not exist [oes not exist Wi fgenda
Yiew Decizions
Wiew Minutes
Wiew Documents
&dd Agenda [tem
| &dminiztrator b anage Meetingz A

1. Press
- View Agenda




[ene] Step 4 — Add Agenda Item

f.‘,* Issue Manager - [Yiew Agenda: 24,/05,/2002, Under construction, Demonskraktion & Scrukiny,

{’-.;3} Manage Edit Goko  Configure Windows Help

=10l %]
=18 x|

—Agenda [tems
Mo | Title | Arccess | .ﬁ.ppendixl
f_l b erge |
T :I Edit &ttachment |
% 2. Use up button to select uskn |
& outstanding items Expot |
\ £dd ltem
~ ,
- Edit [term |
Dutstanding [terms .ﬁ.gendaltemgetails| :I f_l
Create Pack |
Shiow [bers IThiS cormmithes only j
Preferred D ate | Create Date | Title | Cornmittee |
12/03/2002  Health and Insurance of Chief Officers Demonstration & Scruting
26/11./2002 22/05/2002  Usze of Software Demaonstration & Scruting
261152002 22/05/2002  Report on uze of computers Demonstration & Scruting
| &dminiztrator Agenda: 24/05/2002 | i ahage Meetings

1. Press Add..



[ene] Step 5 — Edit Agenda Item

=T
{?e}manage Edit Gobo  Corfigure  Windows  Help _|ﬁ’|£|

Conmitee |0omorsiator = Dae . EEARERR 0K 1. Enter
e | =] [ | derdn L~ Title
8Wafd I j_l Aoocess IInherited
&Issue I _I !l?;;‘: I
Orige [ 2. Press

Agenda Text Decizion Te:-:t| Mikutes Text | Restricted | Background | Docurnents | Ed’t Text

=]
3. Enter short text message | Eare |

4. Press End Edit
5. Press OK

| &sdmimistratar Agenda [term: AlDODOOD | Agenda: 20/11/2001 | kanage Meetingz i




[-eng] Step 6 - Merging the Agenda

*..‘,» Issue Manager - [Yiew Agenda: 22 /05,2002, Under construction, Housing Consulk
{?} Manage Edit Goto Configure  Windows Help

=10 x|
=8| x|

Agenda [tems

Mo | Title | Aooezs | Appendis |

1 ky Agenda [tem |nhernited [ Public Access]

Lose Previous Edits [

€ Merge Data into Document Templakte — | Ellil

Start Merge |

:I Edit Attachment |

Publizh

Export

~N
terge Template

Clutztanding

% Merge Complete

Show ltem:

Frefered
Mezzages

Adriniztrator

Add [tem

I: Create Pack

Edit ltem

1. Press

" Merge

2. Press
Start Merge




[enee] Slide 7 — Agenda Document

< Issue Manager - [Demonstration, 13,/06,/2000 Agenda Document; READOMNLY |
{?} Issues Edit Goto  Configure  Windows Help

JEiIe Edit Wiew Insert Format Tools Table Window Help

o) x|
18] x|
il 2. Close
NG

J Heading 4

- 12 =

B 7 U | ==

ISiEEEO-2-A.

Document

JEr_gu#n@&wwa@qmn,

= |l

O =& |8 g =%

%

- [2) .,

VIPF 1B g

18

MEyogzn gz a0e 00019

El
m

=4

\_.n._r e 1.|.

. A-G-E-N-D-AY
l

pu v
i@ q-|1 EENRE TR SERN-EN R SRR RN AR RN I SN AR E IR T - e ZI

1. Add text to

T
A-rneeting-of-the DEMONS TRATION-will-be-held-at The Towh:-Hal (B oo

123, Wandsworth:High-Street, 541 8:2PU,-on TUESDAY,13-JUNE-2000-3t:

S00-pm A
T
A-R-Bessant —+
Head-of-Secretariat - 7
l
l
. MEMBERS-OF-THE-COMMITTEET
il
C?';'UHHUQE EJJJ; Hurnphrey-(Chainy
-Pice-Chainy
T
=+ Councillar-Janet k-Bowen-Hitchings, GG
—+ Councillar-PeterCrerar —- Councillor-Marian-Darke

the front sheet.

| &dminiztrator

Agenda Document | Agenda: 1.3/06/2000 | tanage Meetingz |




[enge] Step 8 — Publish the Agenda

*..‘,» Issue Manager - [Yiew Agenda: 22 /05,2002, Under construction, Housing Consulk

{?} Manage Edit Goto Configure  Windows Help

=10 x|
=8| x|

Agenda [tems

Mo I Title
1

Mp Ag

N

O —

ﬁ utstanding lten

Show ltems

[
% Publishing Documentation

Ship Merge I
Skip Doc Pack [

Merge Template

A0enda j

% Publizh Complete

Mezzages

Prefemed Date

— |
=10 x|

Edit Attachment

Start Publizh

Publizh

Export

-

Add [tem

Edit ltem

Create Pack

| £sdrnimistratar

Agenda; 22/05/2002 | td anage Meetingz

4~

S~~~

3. When complete press Close

1. Press
Publish

2. Press
Start Publish



[eemeer] Step 9 — Browse Internet

a List Documents - Microsoft Internet Explorer

J File Edt Wiew Favorites Tools  Help

J 2 Back » = - @ ﬁ-l o J-ﬁ-ddress @http:,I',I'|I:ll:a"'|I:|S|::EDBq-.I'iELiStDDCLII'I'IEI'ItS.El5|:I?CDI‘I‘II‘I‘IittEEId=3?&CF=DEH‘IDI‘IStratiDI'I&MEEtil'lgId=116&DF=|:|2,II|:|B,|'2|:||:|1&"."EF "I

Councillors & 'Wards =] L &
i @ search ) 4

argvll and bute council
councillors and wa

Agenda

1. Browse

3. Select meeting

2. Select Committee

To confirm and sign as a correct record the minutes of the previous meeting held on 22™ September
19599,

i

Thursday, 02 August 2001 5:00 pm, Demonstration Printed Agenda
1. Minutes lssue
History

|@ l_ l_ {5 Local inkranet

2. Annual Report on Egqual Opportunities lzsue
~trEne ;I
o




[wnge] Step 10 — Create Minutes

1. Menu Goto / minutes 4. Press Publish

*..‘,» Issue Manag=t - [Yiew Minutes: 22,/05,/2002, Under construction,Housing Consultakive ]
{fé} Manage Edit Goto Configure  Windows Help

-_m
eriker

[ e |
v L

Publizh

Add [tem

2. Edit text
o o7 o ol

| Admiristrator f/ Minutes: 22/05/2002 | Agenda: 22/05/2002 | Manage Meetings | v
J 4

3. Tick Decision box to flag a decision

L abed




[enee] [SSUE Manager In Detall

= Basic layout of application
= Screens in detalil

2t obed



[eeme] Application Layout

*..‘,» Issue Manager - [Manage Meetings] ;lglﬂ

{?} Issues Edit Goto  Configure  Tools  Windows  Help - |5’ |£|4
. i — Find Meetingz By: .
Rl g ht'CI |Ck Committes ) j Eind...
h ere Between [ ates Add Mesting
fo EJUm e n u — Matching Meetings: 19 Edit Mesting
«Q . L\ Drate | Agenda Statuz | binutes Status - .
options [N Published Published Delete Mesting
I Publizhed Publizhed
w Published Publizhed Wigw Agenda
Publizhed Publizhed
24./10/2000 Publizhed Publizhed Wiew Minutes
07 A11./2000 Publizhed Publizhed
2141142000 Published I nder construction
013,112/ 20000 LInder construction Add Agenda [ter
1212/2000 Does not exizt Does not exist
024014200 Does not exist Does not exist
164014200 Does not exizt Does not exist
C u rre nt 060242001 Does not exist Does not exist
2002200 Mres nnt ewist Maes mnt awvist il
user \ d | _|—I
| &dministrator |zzue; (000797 | Agenda: 094722000 | tanage Meetingz A

—

Quick-switch windows

Close
individual
window

N
‘Novice’
Buttons can
be turned
hidden
for more
space



[meme] Menu Overview

".i..r Issue Manager - [Manage Meetings]

ﬁw- Manage Edit Goto Configure  Windows  Help

. Manage Issues F
Manage Meetings F7
Manage Plans Fa
Manage Diary F11

Mew Agenda Ikem  F3

Fi d?lﬁnl: aScreen
sareegns

TS LT T T L Y

-1
FlY

[elete Item

Edit Docurment
Context-séﬁg'[tive
edit Optionﬁnpendix Murnbering

Change Iterm Lewvel

\Meeting Alt+y
Agenda Alk+3
Minukes Al
Decisions Sheet  alk+D
Docurments Ak
Agenda Ikem Ak
I=sue Details Alk+Z
Issue History Alt+5
Decision Details Alk-H
Follow-0On Ikems  Alk+F

navigation

Context-sensitive #352

Users

- Commitkees

Departments, Posts, Groups
Issue Types

Wards

Library Categories

Political Parties

Print Locations

Zolour Scheme
Zhange Own Password

v In-place Word editing
Show \Waord Caption

kus Bar
Show Expired Committees

B CBMHfiguratic

A4

n



] Menu Overview (contd)

» Manage Edit Goto Configure ‘Windows Help

Cascade
Tile
T Fefresh Window FS
Q ackive Windows b
«Q
D
N What's Mew in this version?
o Haow da I,..
Tukarial
about

Release Nokes




[resemn] TIPS — POP-UPS

%4 Publishing Documentation - |EI|£|

Skip Merge r

Start Publizh

Merge Template

Mew Status

% Publizh Complete

of obed

Drag corner

/ To resize

= Most pop-up (dialog) boxes are resizable
= Escape or Alt-F4 to cancel and close
= Use Alt + key to ‘press’ buttons with underscore

Mezzages




[reeemge] TIPS — Main Windows

=
{*5-:'.5 Issues Edit Goko  Configure  Windows  Help ;Iilﬂ
Refer to ~| Me
Committee [ Dl Q.
- Author adriniztratar Postcode I lTEEL Abandon
L
Q
% Ward j _I ASL | nad from Library
D
~ lzzue Find lzzue.. | Save to Librany
Titla |

= All Main windows are boxes are resizable

= Fields get hidden when the window is too small
= Main windows save updates by default

= Alt-F4 closes a window



[motemgor] TIPS — LIST ViEWS

Click title to sort by Drag divider to resize column
column y
T
Q
% — hatching Meetings: 2 I
& D ate Agenda blatus Decizions Status inutes Status
13402000 To be republizhed Under n:u:nnstruu:tir“ : Licoccot suick
141242000 Publizhed to web Under constructi View Agenda 1
View Minutes

Wiew Decisions
Wiew Documents

Add Agenda Tkem
Edit Meeting
Reschedule Meeting

Right click in list for . Delete Meeting
pop-up menu Add Meeting




[emeor] ESSENtial aside - Colours

= Menu “Configure / Colour Scheme”

Basic colors:

TR
I
ey ) Jnld | |
EFfEAEEEEN
Select EEEEEEEN

.
Custom colors:

o
Q
«Q
®
AN
©

1

[
2. Press \;-IIIIII - j

2l

;

_ 3. Drag

ed:[54
[

Define Custon Calars = I Colar|3 alid Lurm: I‘I ]

2

)

]

Add to Custom Colors Q_

crosswires

™

4. Adjust slider

— 5. Press

6. Press



[enger] Manage Meetings

Watch out for date filters!

0G 8bed

Select committee and press Find

':,v Issue Ma.:ager - [Manage Meetings] - |EI|5|
ﬁ'.‘-:"-".-}s Issues  Edit Sgto Configure  Windows Help - |E’ |5|
— Find Meetings Bu: ,I .

Cornmittes j i

Between Dates [1¥01/011989 »| and [{¥01/01/20010 = Add Mesting
— M atching Mestings: 2 E dit Mesting

D ate | Agenda Statuz | Decizions Status | Minutes Status I :

- - - Delete Meeting
1341072000 T be republizhed Under construction Does not exist

147242000 Published to weh |Inder construction |Inder construction

Double-click for agenda /
minutes to complete

| &dmiriiztrator kanage Meetingz |

Wiew Agenda

Yiew Decizions

Wiew Minutes

Wiew Documents

.-'1'-.1# Agenda [tem

/

4

“Add” only pencils-in agenda item

4




Date the only
|modern.goV| Meetl ng field you MUSTHln ]E())?fea:clz[hszggg;ya
item

%, Issue Manager - [Edit Meetip-, 20,11 /2001] =10 x|

o> Manage Edit Goto Coghfure  Windows Help =] x|
Date |Ei1/2001 1200 | I [Mo515 -
Location | The Town Hall [Room 123), Wandsworth High Street, Siw/1 Delete
;JU Contact |h-1rs W wfindmill, 0187 547 5020 / Faw 0181 547 A0 el
© inalize
o) |email: rntreseili@dircon. co.uk
2 Access IF"uI:uIiu: Access Add Attendes
Aftendees Edit Attendee
M arne | Fiole | Attendance | Faper Copy ¢ | Ernail ? | -
Adminigtrator Guest Expected Tes Tes Delete Attendes
Councillor Janet K. Bowen-..  Councillor Expected Mo Mo
Councillor Peter Crerar Councillor Espected Mo Mo
Councillor M arian D arke Councillor Espected Mo Mo
Councillor Rolzon Davies Councillar Expected Mo Mo
wards Courcillor Expected Mo Mo
aulkner Councillor Expected Mo Mo
id Frazer Councillor Espected Mo Mo

ulie Haines Councillar Expected Mo Mo .

or Chrigzie Hitchocock  Councillor Expected Mo Mo

cillor Eric Humphrey bk onitor Copy docmtz anly Mo Mo
auncillor Shiraz Mirza Councillor Espected Mo Mo ;I

| PP | IR e SN I g [N | I | P, | PR Ry | LN . ki

Administrator Meeting: 20411 /2001 | Minutes: 204112001 | Agenda: 20/11/2001 | Manage Meetings

Members inherited from committee definition




[emee] Add Meeting

s Details default from its committee

= All details modifiable

= All details can be merged into front
sheet of agenda/minutes

26 obed



[eemee] Meeting Access Security

¢G obed

Public
= All documentation is available on the Intranet and Internet

Intranet
= Details of the meeting are published to the Intranet only

Attendees — All documents
= Only the meeting attendees can access the meeting.

Attendees — Reports only

= Only the meeting attendees can access the reports. The
agenda item titles, text and minutes are public.

Private
= No details of the meeting are published

Attendees and Ward -
= As attendee, but give ward members access too



I modern.gov I Atte n d eeS

G obed

Defaults to members of Committee
Can add or remove any user or Group
Can define non-council attendees

Set roles for attendees so front sheet
can be merged with names

Monitor role for those with access but
not attending



[meemgoer] Attendance

= Initially set to Expected
= Change attendance as more is learnt:
= Present, as Expected
= Not present
= Apologies
= Multi-select attendees, right click to set
attendance

GG abed



[emgel] EXErCISE — Create Meeting

= Create a new meeting for your
Committee

= Specify:
= Date / time
= Intranet access

= Add a member of the public to the
attendees list

= Mark two attendees as having given
apologies

9G abed



Add/remove
outstanding items

Drag to change
window sizes

| modern.gov | Ag e n d a

Vi ew %, Issue Manager - [View Agenda: 02/08/2001, To be republished, Demor skration & -10| x|
'{fﬁs Manage Edit Goto Configure  Windows  Help - | ) |E|
|te m —&genda [tems ll
tex_b Mo | Title | Arccess I I Append =
1 Minutes Inherited [ Public Acces A Merge
8 .\ 2 Annual Repart on Equal Opportunities |nherited [ Public Aocedz)] B
0] 14 Lingtead way [Cont'd] |nhenited [ Public Ao C :I dit Attachment
Freparations for v'ear 2000 [nherited [ Public Agless]
(\ln ] taffing Levels Inherted [ Public ] _ILI
1| b
N [' I’ Ex=port |
N 7 ! =
LDutstanﬁing [temns Agenda ltern Details | :I r.-"II_I Add }
- & =) \
Show Items IThis committee only j E it Iterm
—_— \ — [ ]
Prefered D ate | Create Date | Title \ | Comrmittes | Create Pack ReO I'd e r |te mS
Ite mS 12/03/2002  Health Ynd Insurance of Chief Officers Dermonstration & 5. -
264112002 22/05/2002  Usze of SNftware D emonstration & 5...
2617152002 22/05/2002  Report orfuse of computers Demonstration & 5.
not yet
IN an = : :
| &dmiriiztrator Agenda: 02/08/2001 Minutes: 0208/ 2001 | tanage Meetingz | 4
agenda

Filter the outstanding items



[enge] Managing Agenda Items

QG abed
[ |

Add outstanding items from bottom
window using arrow buttons

Press Add Item for new Agenda Item
Ediit Item or double click to edit
Delete an item via right click menu

Press Agenda Item Details to edit
summary text while still viewing agenda



| modern.gov | EX pO rt

= Export copies all files of an agenda into
a directory of your choice

= Export if you want to e-mail a draft for
review

6G obed



[meseman] \NOrd Editing

= Double click to edit item text or press Edit Text
= Full copy of Word 2000

%’ = Auto saves

3 = Press End Edit to finish

Qutztanding [bems | |.-“-‘-.genl:|a [tern Details Ezport
J File Edit Wiew Insert Formak Tools Table Window Help il Add [term
| ormal | ~rial i |B|—| = ?J@BE|%|E|=‘?‘ alg @ 2 EditItem

TE T2 14_:]

ﬂ"

End Edi

IE' q-l-l-ll-z -|-5I.|
, 1

—

(a1

I-HICIIHI{

m

=|wf=] =[] | ¥




[enge] TipS - Word Editing

= Don’t add new styles
= OK to use:
= Bold, italics, underline etc
= Bullet/numbering buttons
= Avoid:
= Margin settings
= Aligning with tabs and spaces

= Copying in new styles from other
documents

L9 abed




enge] Why IS FOrmatting Important?

= Your text will appear:

= Merged into a template to form an
agenda document

= Display as HTML on the web

= Agenda items from different agendas
will be shown on the same web page

= Consistency is vital for professional
results

29 obed



| modern.gov | Add|ng Agenda Items Pencil-in meeting

*..‘,» Issue Manager - [Agenda Item] - |EI|5|
{?} Manage Edit Goto Configure  Windows Help - |5’|£|
Refer to eeting Shaow in
Committee Drate I jv Minutes? v OF
Authar | Footnote I
I J M arker Abandon
_6\fard | Access I'”h‘afit"e':| j _| Load from Library
I -
%SSUE I Ts;;;: I J _| Sawe to Librany
GI itle I
w
Agenda Text | Decizian Text | Minutes T Restricted | Background | Dacuments
[tem | Title | Access
Add Attachment
Multiple-Wards
Pleer Edit &@achrent
| &dminiztrator Agenda |tem: Al 000000 | Mintes: 02/08/2 | tanage Meetingz A

Load from standard item

/

Click to add reports




[eemgel] Adding Attachments

9 ebed

Title defaults from file name

-
- [

Attachment Tt

Find report file

Your reference in a directory

/.

Dacument Path

]
Carcel

[tern Murber |1_ill

Iz ity Draft farm? [

Inzlude ik minutes r
document pack?

7
Browsze Files. ..

Reference I

Delete

Arccess IInherited

Reazon
Restricted

Drop-down option for
“previous minutes”



[eemger] Attaching Reports

= Can attach any number of documents
to one agenda item

= Give each a unique title!

= Best formats:
= Word (any version)
= Excel
= PowerPoint
= Acrobat (PDF) for scanned data/docs
« HTML

G9 abed



[emge] Appendix Numbering

= Appendix numbers can be set-up for
each agenda item with one or more
attachment

n Edit / Appendix Number menu option
from agenda, decision sheet and
minutes screens

= Attached reports can be automatically
updated with the appendix number

99 abed



[ene] Appendix Numbering Options

OE.

)9 abed

= Automatic number by default

= Switches to manual numbering when
agenda is first published

= Styles: 1,2,3 or A,B,C



[eengel] CUStOM Appendix References

| Agenda Text Decizion Text | Minutes Text |
-
. Appendix Reference O] x| Edit Text
Pages 21 o b3 ] 4
Cancel

Shitaghed Do Appendis Add Attachment
g' e | Ti€ | leence | Edit Details

Edit &ttachment

= Option from Agenda Item window when auto-
numbering is off.

= Any string up to 200 characters long



[eme] | O@d from Library

69 obed

%% Load Agenda Item From Library

Category  |(EIEegEAE ialg j

Load

Agenda [temsz

14 Linztead way Contd

14 Lingtead way Contd xx

Annual Repart on Equal Opportunities

Capital Schemes Policies Key lssues Progress Report

Data Protection Aot

Ernest Bevin College Dizpozal of Pavillon Land

Government Review of Registration of Births Marmmages and Deaths.
Health and Insurance of Chief Officers and Headteachers

Item for which the Presz and the Public may be Exclded

Land Adjacent ta Dvburgh Road SwWi5

Litigation and Social Services Legal Work, Competitive tenders Contd.
Minutes

Preparations for vear 2000

Review aof Electaral &rrangements

Staffing Levels

Cancel

Delete

Library holds commonly occurring agenda items

Saves typing, improves consistency

Add items into library using Save to Library
Anyone can save or delete items in library



[=emge] Agenda Item Security

booess

0/ ebed

Attendees Only - reportz anly .
Attendees and “Ward - reports only =
Custom Access List

€ Agenda Item Access List

Selected |

fvvailable |

Councillar Peter Crerar
Councillar Rolzon Davies T

"o | | Mrz Helen Clarke

Adrmiristrator

krJaohn Azah, CC

br Tony Blair

Councillar Janet K. Bawen-Hite..

Helen Callizon
Eu:uunu:lllu:ur Manan Darke e

a 2 ey

Eu:uunu:lllu:ur Fh:ur_l,l Faulkner

Councillor D avid Fraser

Councillar Julie Haines

Councillar Chriszie Hitchoock ;I

Ok

Cancel

Security applies to attached reports only
Setting inherited from meeting by default

Can override to another setting
Can choose a custom list of users




[eemge] S@CUring Attachments

% Add Attachment x|
Attachment Title
|Intemal Salary review 0k
;JU Diocument Path Cancel
o wbemphmyfile, doc -
% I PATY J Erowze Filesz...
1‘ [tern Mumber |1_j Reference = Delete
Iz iy Draft form'? [ Access Attendees Only - reports anly j ]
Inchude in minutes Feazon
document pack’y r F estricted 12.13a
Restricte IE’S’?'1 0
Fages \

/
Text is inserted into

"By Virtue of ..." header  Qptjon to secure only some pages,

Specify pages like a print range in Word



[emee] COMmMents and Sub-Heading

s Use menu Edit / Add Comment to add
unnumbered Comments

= Comments comprise:
= Title and/ or
= Word summary text
= Use Comments for:

= Stage directions e.q.
“it was agreed to change the order of items

= Sub Headers between agenda items
= (Can restart numbering at any comment

Z/) obed



[emen] EXErcise — Create Agenda

= Create and agenda comprising:
= Three agenda items
= A sub heading with restart numbering
= A comment

= Add an AOB agenda item that is not
visible in the minutes

= Save one of your agenda items to the
library

¢) abed



[ens] Merging Agenda Documents

= Agenda documents are created by a
Merge process

= A copy of Word template (.dot) for the
Committee is merged with the agenda
item details

= You can make some hand-edits to the
resulting document — but only in the
correct places!

) obed



[emee] Starting a Merge

Tick if you want Quit

To take a new % Merge Data into Document Template ;|g|5|/

copy of the Lose Previous Edts ™

3-ernplate — S0 Merge Template Sl

cfoLosing and hand  [me=mE =] Skip Merge

%dlts to the doc % Merge Complete

™ Just view
Meszages PreViOUS|y

Merged
document




[emen] Sections in @ Merged Doc

= Always use View / Norma/ mode to see section breaks
= Section layout:

= Title page section, not protected

= Agenda Item 1 section, protected

= Agenda Item 2 section, protected

9/ 8bed

= Trailer section, not protected
» Hidden layout section, protected

= YOU can remove protection using menu
Jools / Unprotect Document



[eenge] EXErCise — Merged Document

= Merge your agenda and view the
document

= Switch to View / Normal mode

= Find the section breaks

= Add text between two agenda items
= Add text into the trailer section

= Unprotect the document

) ) ebed



[eemeo] DOCUMeENt Packs

= A single PDF file of agenda (or minutes)
and all reports

= Twin packs: Public and Private

= All page header information added
automatically

= Packs are automatically published to a
public folder for printing at regional offices

g/ ebed



o] Creating the Document Packs

*..‘,» Issue Manager - [Minutes: 02/08/2001, To be republished,Demonstration]

{?} Manage Edit Goto Configure  Windows Help

=10l x|
=8| x|

— Minutes [tems

Mo | Title | Access | .-’-'-.ppendi:-:l -
1226 Minutes |nherited [ Public docess] A, f_l Edit Document
1228 Annual Reporl Yy Commplet :I Yiew Aiachment
g'? 1229 Staffing Level = Iorge Lomplete
1230 Preparations fi Start Merge | i
% 1231 Data Protectic Eublizh
~ 1232 14 Linstead w  Messages Expart
©
— Minutes for ltem Add ltem
RESOLVED that - Edit Item
officers be reques
Create Pack
;I Edit Text
Decizion ¥ v Calftie T OEaame [0 00 1000 T Fomee o : /
2 T [ I ad Follaw-on | /
| &dminiztrator Minutes: 02/08/2001 | Decisions: 02/08/2001 | Agenda 02/08/2001 | Manage kfetings | v

1. Press Create Pack




|modern.gov| PUbIlShIng

a Press Publish button !

= Publish will always repeat the document
merge first

= Agenda is immediately available on the
web

» Press Un-Publish to make subsequent
edits

= When unpublished, documents are
removed from the web

08 ebed



[eemel] DOCUMENt Pack Distribution

= On publishing, document packs are send
to an email public folder
modern.gov / docpack

= Packs can be printed for attendees from
each Print Location

= An email is sent to each location listing
the attendees to receive a pack

18 abed



[meemer] EMail Notification

s Attendees can be notified once an
agenda or minutes is published

= Use menu option
Edit / Send Email Notification

29 obed



[enge] Preparing Decision Sheets

s Decision sheet list all the recorded
decisions for a meeting

= Used as informal pre-minutes document

= Merge document shows only items with
decision text

= Decision sheets are optional

cQ abed



[emeor] Decision Sheet Window

-
Q

Ad decision

té&xt either in
place or via T

agenda item
screen

Ticked |

automatically

Gisian 7 [ Ealllni ¥ Deadine I'I1.-"'I'I.-"2EIEI'| vI

*..‘,» Issue Manager - [Yiew Decisions: 02,/08/2001, To be republished.Demonsktration - | Ellil
{fé} Manage Edit Goto Configure  Windows Help - | & |5|
— Decizion Jkems
1 |nherited [ Publi f_l kerge
2 Capital Schemesz, Policies, Key lzzues...  Inkented [ Public Access] G
3 Staffing Levels [nherited [ Public Access] ] :I e Attachment
4 Annual Report on Equal Dpportunities Inherted [ Public Access) ]
] Preparations for vear 2000 |nherited [ Public Aocess) - :
Publizh
4| | v
\lh Export
Nl ecizion for [kem
= 1 [T
|-
RESOLVED that the minutes of the meeting held on the 14 September 1999 be Edit Item
confirrmed as a correct record and signed by the Chair,
j Edit Text

| &dmiriztrator

tecisiuns: 0240842001 | Minutes: 0208/ 2001 | il anage kMeetingz

when text
added

Tick if call-in of
decision allowed




Can

eme] Adding Minutes Text o iems

?.‘,.r Issue Manager - [Yiew Minutes: 02,/08,/2001, To be republished,Demonstration £ Scru \nyl
{’-f«':: Manage Edit Goto Configure  Windows Help

Title Aroocess

kintes |nherited [ Public Access) J L‘

Capital Schemes, Policies, Key lszues..  Inhented [ Public Access)

Annual FBeport on Equal Opportunities Inherited [ Public Access] E Wiew Attachment

Staffing Lewvels Inherted [ Public Access)
Preparations for vear 2000 |nherited [ Public Access)

Gg abed

Add [tem

|
‘ | B addEolowen
&

drniniztratar Decisions: 02/08/2001 | Minutes: 02/08/2001 | tManage Mestings | i

Add minutes
text either in
place or via
agenda item
screen




[emgel] MiNUteS Features

9Q abed

Can re-order items independent from agenda
Agenda comments are not visible in minutes
Minutes comments are not visible in agenda

Use Edit / Add Minute Item to add extra items
of business to minutes only

Use Show In Minutes tick box on Agenda Item
screen to hide agenda items from minutes e.q.
AOB



| modern.govl DeCI SiO n S

= Any minute item can be flagged as a decision
= Decision text defaults to minute item text

s Tick Call In?to be listed on web, and to allow
call-ins via the web

= Deadline limits length of call-in period

= Can flag decisions after publishing (no republish
needed)

Decision ? ¥ Callin? [~ Deadine [02/05/0000 < Folewen o7 g4 F.:||nw-nn|
Iterns -

/8 abed

| &xdrnimistratar Minutes: 02/08/2001 | Decigions: 02/08/2001 | Agenda: 02/08/2001 | k ana




[eemgel] PUDliIShiNG Minutes

For minutes item numbers For page numbers
consecutive across meetings consecutive across meetings
Ay
% @ Publishing Documentation O] x|
o %E:ngsack :: R 1226 s e I Start Publish

Merge Template

% Publizh Complete

tezzages




[emee] EXErcise — Minutes

= Add minutes text for your agenda items

= Add a minute item, and provide agenda
item text for it

= Add a comment
= Set up a decision for call-in
= Publish

68 ebed



[meemgol] Draft Consultation

= Integrates the existing Richmond public
folder consultation process

= Issue Manager can publish to public
folders and read back modifications
made

= Issue Manager can manage the
contents of the public folders

= Users can continue to work with public
folders as before

06 ebed



[neenger] Steps in Publishing

——

L6 obed

Optional
steps



[enge] MOVING between Steps

€ Publishing Documentation - |EI|£|

Skip Merge r

Start Publigh

Merge Template
b0ehda

26 obed

Dirafts cleared by chair
Published to web

= Use the Publish button to move between steps

s New Status default to next in sequence — can
set to any option



[ense] ReVised Public Folder Layout

Public Folders

L Committees

— My Committee 1

— CurrentCommitteeAgenda
— 01-Consultation

— A-Public

— B-Confidential

— C-Restricted

— 02-DraftsForChair

— (03-DraftsClearedByChair
— CurrentCommitteeDecisions
— CurrentCommitteeMinutes
— My Committee 2

c6 obed




memer] DOCUMents Window

6 obed

s Menu Goto / Documents

*..‘,» Issue Manager - [Agenda: 13/06,/2000, Drafts in consultation, Demonstration, ADDO148]
{?} Issues Edit Goto  Configure  Windows Help

=10l x|
=8| x|

| Docurnent Title | Status | Diraft Modified? | Agenda [tem Title

1 Agenda Dirafts in consultation
2 5 ample PoverPaoint Attachrment Drafts in conzultation Annual Beport on Egual O pportunities
3 Sample Excel Spreadsheet Drafts in conzultation Annual Repart on Equal Opportunities
4 Minutes Dirafts in conzultation Minutes
5 Surveyars Bepart, 14 Linstead 'way Drafts in conzultation 14 Linstead way [Cant'd]
G Capital Expenditure Statuz Repart Drafts in conzultation Capital Schemes, Policies, Key lszues.
K Financial Sub Repaort Drafts in conzultation Capital Schemes, Policies, Key lssues..
g Staffing Lewels 1933 Dirafts in conzultation Staffing Lewvels
9 Sub Cammittee Repart Drafts in conzultation Health and Insurance of Chief Officer...
10 Repart on Shortlisting Firrns of Lik Drrafts with chair Litigation and Social Services Legal ...

R eport an Ehildrens’ ames Drafts in conzultation Error Mat attached o Agenda

‘Orphan’ document added to
folders directly —

Add Docurment

Edit Details

Delete Document

Wiew Document

Change Statuz

/

s RAESS Edit Details to,attachw, | vanagswesing | /

T _ y
to agenda item Change status of

one document




[=nge] Adding Orphan Documents

Create new agenda item or select
from existing items

o @ Add Document x|
8 Agenda [tem Ok

o) Create nevs agenda item

8 Attachment Title Cancel
IHepnrt an Childrens Homes Browsze Files, .
Document Path _ Public Folders...
IE:"-.DEII:LI FE =71 ADMIMI T LERSLOCALS ™14 T empim. g~ radF ¢ 730 tmph R epart on Chil j

[elete

[tern Murmber |1_ ill Reference




| modern.gov | D i a ry

06 obed

= New events, audit trial

= Free-format Notes

f—::'—,‘s Manage Edit @oko Configure wWindows Help

=10l x|
=18 x|

&dd

Edit

Delete

— Find Entries By:

E Egg;n;nittee IDemDnstratiDn j

Entry Type |Published r| Status [Complete =]

Between Dates |I7 01/01/2000 =| and |7 01/01/2010 =]

Type | Title | D1 ate | Statuz | -
Publication of Agenda Meeting of Oct 22 20071 12:00PH 24042000 Complete
Agenda Un-publizhed keeting of Oct 22 2007 12:00FH 2410420001 Complete bz
Publication of Agenda keeting of Moy 1 2007 12:00FH MA1420001 Complete
Publization of Minutes beeting of How 1 2001 12:00PM 0112001 Complete
Minutes Un-publizhed Meeting of Hov 1 20071 12:00PH MA11420001 Complete
Agenda Un-publizhed keeting of Mo 1 20071 12:00FH MA1420001 Complete ;I

Camplete

| &ndmimistratar Dliary | Agenda: 02/08/2001 | b anage Meetings




[enge] QUtstanding Agenda Items

| Outstanding ltems Agenda [tem Qetail3| Ldd/ltem
. Wigw [tem
Show [tems I.-'-‘-.II outstanding j
Preferred D ate | Create Date | Title | Committee |
21032000 Annual Bepart on Equal Opportunities Development Contral

5 06/04/2001  Review of foot and mouth procedures Dl and Drizhusater

@ 08/10/2001 22/05/20001  Bedford Lay offs Demonztration

(D| 03/08/2001 05/02/2000  Future of lattery booths D emangtration

g
| Admiriztrator “Agenda; 13/06/2000 | Manage Mestings |

= [tems not added into an agenda yet
= Created:

= As Follow-on item

= Via Outlook agenda item form

= Via web agenda item form

= From New Agenda Item menu



[emgn] VWY Use Outstanding Items?

= Only Issue Manager users can add to
an agenda !

= Safe way to keep track of work-to-do

= Web or Outlook form simplifies job of
committee services

86 abed



| modern.govl O Utl OO k fo rm

s Officers have access to an Outlook form
to submit new agenda items

= Allows up to 5 attached reports
= [tems are sent via email

= Will take up to 15 minutes to arrive in
the Outstanding Items folder

= A notification message is added to the
Diary

66 obed



[enge] FOllOW-0N Agenda Items

= An agenda item topic may be
discussed:

= Several times at different meetings of
same committee

= At several different committees

= One or more ‘threads’ of discussion can
develop

= Create Follow-on agenda items to
represent threads

001 8bed



[eemger] Creating Follow-ons

s Use:
= Menu Goto / Follow-on Items
s Add Follow-on button on Minutes screen

= Can create an number of direct follow-ons
to any agenda item

s Follow-ons can have their own follow-ons
= Follow-ons are Outstanding agenda items

10} abed



[meemeor] FOllOW-0ON ScCreen

Save new

follow-on
1.‘,1 Issue Manager - [Edit Follow-on Items: Capital Schemes, Policies, Key Issues: P - El
{’é} Issues Edit Goto  Configure  Tools  indows  Help & El
Fefer o -~| Meeting I vl
Committes I J Date Saye
Author adririztrator -
) Ilzemame I Status INEW J Delete
C%)J Title IEapitaI Schemes. Policies, Keyp lzzues; Review
D Surmmary
in | | | | o -
Cog]b ed To receive report by the Chief Executive and Director of Administration on the latest Save ta Library \Copy
min t situation on the Committee's capital expenditure, the progress of approved capital I
utes schemes as at 29th October 1999, the implementation of agreed policies in relation E dit Text deta”S
and 0 e eommmittee's functions, progress made on key issues during the first half of - from
1999,/2000 and results of the top line indicators far the end of the first half of
agenda 199972000, (Copy report sent herewith — Paper Mo, 93/786.) hd parent
t t Attached Documents e
ex ltem | Title | Fil= —
1 Capital Espenditure Status Report progress report. doc Edit... |
2 Financial Sub Repart firn zuib rpt.doc

All follow-
ons forJhe

\V

Yiew Document |

— Follows On Jtems

Title |

Capital Schemes, Policies, K.ey lszues: Progress Beport Be-evaluation

item

Double
click to

| &dministrator Faollow-on ltem | Minutes: 1.3/06/2000 | tanage |zsues

| tanage Meetingz ‘é

edit

follow-on



[eemge] EXErCiSe — Follow-ons

= Add three follows to one of your
agenda items

= Find the follow-ons on the Outstanding
Items window in the Agenda screen.

€0l abed



[eme] | Hreads and Issues

01 ebed

The common link between an agenda item
and its follow-ons is an Issue

All agenda items are assigned to an Issue

When you create an agenda item and don't
assign an Issue, a new one is created for you

By viewing the status of an Issue you can see
the complete history of a debate



[meemger] JSSUE Status

GOl obed

f}v Issue Manager - [Issue: 1000027, Outstanding, Capital Expenditure 1'999-2000] - II:I|5|
%1-} Manage Edit Goto Configure  ‘Windows  Help - |E’|E|
=l (B Agenda ltems Agenda |kem Decision | Miriutes [kem Restricted |
i B 02/08/2001 Demaonstration . ; lssue Details,
) 05/08/2001 Demonstration Meeting: 02/08/2001, Demonztration
B Decisions _ . . . ;I
- (B Plans To receive repart by the Chief Executive and Directar of Add |kem
Administration on the latest situation on the Committee's capital _
expenditure, the progress of approved capital schemes as at 259th Vigw [tem
Cictober 1999, the implementation of agreed policies in relation to i Attachment

| &xdrnimistratar

History of Issue

Paper Mo, 9957861

the Committee's functions, pragress made on key issue ring
the first half of 19992000 and results of the tap line indicators
the end of the first half of 1999/2000. [Copy report sent herewith —

~~ Detail
select

= item

Title IEapitaI Schemes, Policies, Key lzzues: Initial Findings

Attachments ID

lzzue Higtary: 1000027

| Minutes: 02/08/2001 | Decisions: 02/08/20001 | Agenda 02/08/2001

| M arnage Meetings ,él

5 Of
2d




| modern.gov | ISSU e Pro pe rtles

= \Ward, Issue Type and Postcode are properties
of an Issue, not an agenda item

Q-JU f.‘,v Issue Manager - [Edit Issue: I000027, Outstanding] ;|g|5|
% v2h Manage Edit Gobo  Configure  Windows Help =
8 lzsue Type |Budgetar_l,l; Procedures:; j J Ok
» ward [Certre Only: Middle: Wwest: =] Delete |
Aocess IPUb"C Access j Keylssue v Set Completed
Dwarer IE:-:E::utive Member for Social Services j |ssue Histary |
Lead Officer IHEIEH Callizon, Cabinet Support Officer? j
Decision Due | 18/04/2000 7| MestUpdate |18/04/2000 =l
Title Itapital Ewpenditure 1993-2000

Description Docurments | Canzulbation | Background | .-’-'-.gegdaltems| Decigions

. . . - . . . ﬂ Edit Text |
A review of all capital expenditure within departments of the council far the period 1 April 1999 to 317 =
harch 20071,

[

[ Administratar |ssue: (000027 | lssue History: 1000027 | Minutes: 02/08/2001 | Decisions: 02/03/20001 | Agenda: 02/08/2001




[emgo] [SSUE Fields on Agenda Item

/01 obed

= Menu Goto / Issue Properties to edit

Awithiar Imark.treveil j LDE'L”':“EI Delete
arker _

1.‘,1 Issue Manager - [Edit Agenda Item: AIDDO155, 02/08,/2001, Demonstration] - |EI|5|
{’é} Manage Edit Goto Configure  Windows Help - |5’ |5|
- - i Show i
ES:::nitﬁe e IF'-::IH:_',' and Resources Commithes j g:ﬁ; ng I TI Mir?ubrég? v ]

HS{ IEapitaI Expenditure 19953-2000

Title Itapltal Schemes, Policies, Key lszues: Initial Findings

ard |Eentre Only; Middle; West; Load from Library

lzzue

1 IBudgetar_l,l; Procedures:;
ype

S ave to Libramy

Agenda Text Decizion Text | Minutes Text Restricted Background | Documents

To receive report by the Chief Executive and Director of Administration on the latest situation on the _
Committee's capital expenditure, the progress of approved capital schemes as at 29th October 1999, the &I
implementation of agreed policies in relation to the Cammittee's functions, progress made on key issues

during the first half of 19992000 and results of the top line indicatars for the end of the first half of

1993/2000. [Copy report sent herewith — Paper Mo, 99/755.)

[

| Admiristrator Agenda lterm: 41000155 | Minutes: 0240842001 | Decisions: 02/08/2001 | Agenda: 02/08/2001 | tanage Mestings >




[meemger] FINAING ISSUES

= Menu /Issue / Manage Issues
= Filter by:

= Party

= Status

= Ward

= Issue Type

= Date create range

80| abed



[meemger] EXEFCISE - ISSUES

= View the Issue Status that includes the
three follow-ons you created

= Add a follow-on to one of the three
follow-ons

601 abed
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