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Board View

The Board Portal is where users login with a secure username and
password. This ensures that each user has access to their private
information. On this site you have the ability to view the Agenda and
make comments in preparation for the board meeting.

:umn I _ F—:—
[sseenase 2] Mleversre
m Emul-"-l':AGENDA

Dashboard View / Meeting Preparation
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The Dashboard is the starting screen that you will be directed to upon
logging into Board View.

The Dashboard View contains 4 main components for meeting
preparation.

» Calendar — Shows all upcoming meetings.

e No. of Days until the meeting and No. of items that have been
fully approved by staff to go on this agenda.

« Items by category, the blue bar shows the number of items in
each agenda category.

» [tems Reviewed and the item not yet reviewed. Items in red
have had a significant change and need a last minute review.

Calendar

g;f”ﬁ Mesting Typa Meating Location

School Board
aats R Conf Room
22402015  Workshop test
312015  Special Mesting I l l
3112015 Neasing et Ml @ "

|

annots  Scheol Board Boardroom, 5088 Canal St Mon, FL 1181 ) por

Meeting

KdJd12346D D = 23 items in 5 pages

The Calendar shows all upcoming meetings in the system. It also
shows the previous days meetings in order to review those that just
passed. Use the scroll buttons at the bottom to navigate to see all of
the meetings listed.

All future meetings will be listed here. Even though a meeting is
listed, all of the items may not have been approved yet and it may not
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be marked for viewing. This is the difference between those with the
HTML/PDF buttons available and those that do not have these.

The meetings marked for viewing will be available when the HTML
link is shown in the column. You can also download the agenda PDF
and the minutes PDF if available. We suggest using the HTML
version for the meeting since it is more efficient.

Number of Days Until Meeting

CALFE UNTE WEETING 11

M

..4..,!,...

This chart shows the number of days left until the meeting, how many
items are on the agenda and how many items still need to be

approved by staff.
Number of Items by Agenda Category
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Shows you how many items are in each agenda category. To view
the items click on the blue indicator bar for that category.
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0 Highly Qualiied NIP Latson By Compenent w B
! D Spring AfieSa Sehadulas - High Sshool 20842418 wi B
I o wmmmmn—nhh—-mt.h w B
: D District losusd Vicalional Cortificasas w B
e

A screen listing all of the items in that category appears. Use the
cover sheet link to view the item details and access Attachments.
Next to the coversheet link is the comment link allowing users to add
private personal comments as part of their meeting preparation.

To the left of each item ftitle is the attachment indicator. When present
it alerts the user that there are attachments on this item. Users
access attachment by viewing the cover sheet.

The flag feature, far left allows users to flag items for their personal
attention. Individual flags are set by each users and are only viewed
by that user, not others.

Nwms

WWW.
Support@Novusolutions.com
(813) 202-8000

7 of 20



=

NovusAGENDA
— K2 5
Santa Rosa Coumty District Sche
Submitted Byr Vickie Reagie
ICIII'I'IGIIIII'II'I'IIII'I.IEIINI
Action Aganda
Titie of Hemn: Panhandia Library Accesa Natwork

Descriptioniintroduction: This grant will allow us o add over 2,000 sBooke
In pisce. Thia i # fwo year project that will allow 1

plationm of davices.
The PLAN grant 8 10% muich from the d
mnld!.wvm'ﬁ.:ifchmll-lﬁm

Recommendation/Action Requasting approval.

Once the cover sheet is open you can review the details on this
individual item. When you are finished viewing this item scroll to the
top and use the back button to return to the list. Attachments are at
the bottom of the cover sheet and you can open them by clicking on
the attachment link

j! | @ D Atemetive Pracsments wi R

D Capaions - Nems Change w B

D AfMiltion Agresmant - Waast Fiorida Hespliel & w B

o D MEdyear promelien w B

u] O Highly GuaRfied MIF Lasson Blucy Gomponent o B

| U Spring Afidetio Sohedules - High Sehodl SOM-ISTE wi B

b | O [ wmmmmmnmm-m w B
; D Disrict suad Viecationsl Certiicatos wi B |

Back on the items screen you can add or access comments that you
had previously added by clicking the comment bubble. Be sure to
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save any comments after entering them. You can access them
during the meeting. Comments are unique to you. Only you can see
your comments. If the comment bubble has a Plus sign, +, on it that
indicates there are no existing comments on that item.

Flag

]

B Viemxt & UnRewomsd
N Changed

Click the check box next to an item to flag it for further review or for
special note to come back to it later. This will put the item in category
called FLAGGED on the Dashboard for that particular meeting.
Clicking the blue bar for FLAGGED will bring up all items flagged for
additional review. Flagged items are private and only seen by you.

Once you are finished reviewing all of the items in this category, use
the close button to return to the dashboard and go to the next

category.

Items Reviewed

Shows how many items have been reviewed, how many items need
to still be reviewed, and how many have been changed since your
last viewing. A red indicator will appear at the top of the chart if any
items have been changed since the last time you reviewed this item.
This means that the agenda preparer has made a change to an item
and used the notify feature to make you aware of the change.
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To review any of the items that need to be reviewed you can click on
the blue portion of the bar and it will bring up a list of the items
needing review. You can then scroll through and review those items.
You can also view the already viewed and changed items by clicking
the green or red portions respectively.

During the Meeting

J123adp B 23 doms 0 3 payes

From the dashboard, click on the HTML link to the right of the
meeting that you want to participate in and you will be taken to the in
meeting view.
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On the left side of the screen is the list of all the items on this meeting
agenda. We suggest using this list view because it is very efficient to
navigate particularly on tablet devices which are common in today's
meetings.

This list displays all the categories and items for that particular
meeting. Categories have a gray background and items have a
green background. From this view you can see items cover sheets,
items that have comments, Attachments, and items with Flags for
personal attention.

& Default Admin  Remearch Mo
COVERSHEET () ATTACHMENTS u,,emum AGENDA  MINUTES

Mesting: 3/1/2015 630 PM
E A.Cafl to Grdar and Roll Cal
E B.Pledge of Aleglanca , Santa Rosa County District 8ch
C.Approval of Minutes
B o nﬂ-hr-—t-hn —
2 ¢.oml mmnmnmm Submitted By: Marilyne Pugh
E.Recognitions/Resclutions/Prociamations
| P s Teachar ofthe Year A Superintendant
! :] . - Artinn Anands

Click on an item to view the cover sheet, which will appear in the right
window. If you would to make this the size of the full page, use the
tack to PIN and unpin the tree view for more viewing area.

Notice that the item that you selected is now highlighted. Across the
top there are tabs that you can toggle through for the comments,
attachments, agenda and minutes. Minutes will be available when the
have been published.
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Click on a comment bubble to bring up the comment or an alternate
method for the bubble comment it to select the comments tab at the
top.

Tradltional Agenda View
Toggling between Agenda and Minutes tabs

Once the desired meeting or comment has been selected, the
meeting for that date will display on the next screen.

You now have options to view the AGENDA or MINUTES for that
particular meeting date. Simply click on the | %=  “Agenda tab” or
vmutes - “Minutes tab” to toggle between the two screens.

If there are no minutes for that particular date, a message will be
displayed:
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COVERSHEET COMMENTS AGENDA | MINUTES

Winutes have not vet been published for this meetnq.

Comments

1. Specrl Session

1. Item Title 3.5.6 TEST
2. Cars Test Cat

2. Item Titie 3.9.6

3. Item Title 396
4. Item Titie 3.59.6

With an item selected, click the comment tab to add/remove
comments. The comment bubble (O displays on the list view to the
right of an item title if there is a comment for that particular item.

To Add a Comment

/I EEIEE

Yesid

Last Updated: 5/15/2013

DRLETE

You can than start typing in the rich text box to add a comment or edit
existing text.
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The Item Comment box is a rich text box. You can have options to
bold, italicize, underline and align the comments. Once you have
completed adding your comments, simply press "Save” to save or
"Cancel" to close the window and cancel your comments.

Once you press Save, your comments will be saved for this item, and
the window will close. Or click the cancel if comment should not be

changed.

Your item will now show a (= White Comments Icon beside the
item, indicating there is already a comment for that item. You can
click on that comment again at any time to edit or delete the
comment.

Delete an Existing Comment

If there is an existing comment and you want to delete it, click Delete
Comment to remove the comment added.

Search Screen / Doing Research on Past Meetings

Las1 Manth

Next o

Kexi 6 Months From: To
Mestings Within: F‘m

ustom Dale Range {
Meeting Type: |
Category: I 7]
Containing Text: | | {Bearch & . Cigar © ©

To Search for a meeting, click the button.
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Search for by Meetings Within

Last Monih

|Lasl B Honths
Next Monih

Nexi & Manthe

Culs.b::;m [im-e Ranae

To use the date fields, you must select "custom date range” from the
"Meetings Within" filter.

| From: To:

Meetings Within:  [Custom Dale Range V] i 211572013 2 sy =
Meeting Type: [ |4 May 2013 r» ]
Category: [ | s M T W T F S v
Containing Text: | il : 13 |

Other filters are Meeting Type, agenda Category and Containing text.
Once you make your selection, press the Search button, or to clear
search choose the clear button.

Meeting Type: | v]
Category: — v]
Containing Text: | | {Search & | Ciear ©* @
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Viewing Item Details in Your Search Results

Meetings | tems 'l Lommenis

pk test ltem Reports to the .
5/30/2013 changed w Board Default Masting test
512212013 PKTestitemone General Session  IDPBuilder Conference Room
51222013 PKTestitemiwo Proclamations IDPBuilder Conference Room

You can view each of the item's details, by clicking on the item title.

Once you click on the item, the /tem Details window will open with
that item cover sheet displaying the details of the item.

COVERSHEET COMMENTS AGENDA MINUTES

IDP Butidar Covershest

Ordingnce Number: Bl Number:

Repori Number: Resolution Number:

Staft
Novus {tem PK lesi one

Displayed Tiie:
MNovus ftem PK lesi one

Itam Type:
Checkbax List Test NS

Dats Test

ATTACHMENTS:
No Aftachments Avallable
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Using the Research

Use this Research feature to search for other meetings without
leaving the meeting you are currently on. It works the same way the
regular search feature does.

You can do this by clicking the button and searching for
meeting dates that contact information you are interested in. Once

there, you can view and copy important information, close the search

window and paste your comments in any of the comments sections.

From: To:
Meelings Within:  [Custom Date Range w]| 2/15/2013 &/15/2013
Meeting Type: I v]
Category: I ~]
Conteining Text | | iSesrch # cCiear ¥ O
Mestings | hems | Comments |

Meeting Date Meatmng Type Moeling Location  Agenda PDF Minutes PDF

5/30/2013 Default Meeting  tost

§/2212013 IDPBuilder Conference Roomt

42412013 IDPBuiidar Test Locaiion For 8 o

4/1/2013 Defaulf Mesting  tast POF B

3/31/2013 iDPBuilder Test Location

3/31/2013 Default Mesting  PK Test Location

2/28/2013 IDPBuilder  Mike's Office FoF
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Request to Speak

This button will appear on the top left of you screen if the
minutes taker has activated the speaker queue option. Once
activated you can request to speak on an item by simply clicking
Request to speak.

Note that this feature may not be actlve In your system and If
you want to activate have your system administrator contact
NovusAGENDA.

Reguest
.ao SPEAK

¥

The speaker queue will allow you to see who is queued up to speak
and in what order. Click on the queue button to see that information.
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(] Request To Speak Queue - |
Speaking

Spealeers
1. Default Admin

» Allows users to view a queue for speakers during a meeting.
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Buttons & Descriptions

Search - allows you to search for new meeting dates with
various filters

Research - allows you research for other meetings while
you are currently on a particular meeting

Comment Opens the current comments for a particular item

Edit Comment BENESEICEI - allows you to edit or add comments
to an item

Delete Comment BEEEISERBUTESN - allows you to delete comments

.Requem

Request to Speak LR _ allows users to manage a queue
for speakers during a meeting.
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