BoardBook®

Minutes Management in BoardBook Premier

In this document we will go over the various tools and options for taking and managing minutes in the
BoardBook Premier program. This document contains references to other documents and videos located on
our support page. As always access the support page by clicking on the blue circle with the question mark
(found at the top of the BoardBook page) and selecting ‘BoardBook Help’.

Typical Minutes Cycle

Pre Meeting: The Agenda Manager and, or Minutes Manager update the Discussion information to make
taking the minutes easier.

During the Meeting: The Minutes Manager updates information using the various Minutes Manage Tools. The
‘Minutes Manager Tools’ video is available showing a walkthrough of the tools discussed in this handout.

Post Meeting: The Minutes Report is downloaded, updated as desired and attached to the following meeting

for approval as the Approved Minutes. Finally, the Approved Minutes are uploaded as the Custom Minutes
and the meeting is moved to the Complete status. A video or this process is on our support page.

Minutes Manager Tools
Finding the Tools: Covered on page 2
Attendance: Covered starting on page 2
The Attendance tool is used to track the attendance of Voting Members during the meeting
Discussion: Covered starting on page 4
The Discussion tool allows the Minutes Manager to record information during the meeting.
Take Action: Covered starting on page 5
The Take Action tool allows the Minutes Manager to record the critical information about a vote.

Minutes Report: Covered starting on page 7

Finishing the Minutes Cycle

Uploading the Approved Minutes and Completing the meeting: Covered starting on page 8



Finding the Minutes Manager tools:

Click on the ‘Date at Time —Title’ link for the meeting.
Choose ‘View Meeting Details’

4 Mext Follow {M Raise Hand & Attendance Discussion #*, Take Action Tools ¥

In the blue tool bar, you will see your Minutes Management Tools.

Note: If you do not see the ‘Attendance, Discussion, and Take Action’ tools either you do not have the
‘Minutes Manager’ permission, or the meeting you are in has been ‘Agenda and Minutes Locked’ and will need
to be unlocked for you to use the tools.

Attendance:

The Attendance tool in intended to allow a Minutes Manager to track the attendance or absence of Voting
Members during the meeting. Ideally this will be done live. The Attendance tool is tied to the ‘Take Action’
tool. A user with the ‘Voting Member’ permission who has been recorded as absent will not be able to vote or
have their vote or having made or seconded a motion recorded. Likewise, a Voting Member who is physically
absent but has not been recorded as absent in the tool will be counted by the tool as available as part of the
quorum and if the ‘Take Action’ tool is being used the Minutes Manager must be very careful to discount their
vote.

Note: If you want to record the attendance of persons other than the voting members this can be done in the
Discussion tool
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Once the information has been updated or added the Save New Attendance Record button should be clicked.
If no changes were made and you wish to leave the attendance report screen without saving, click ‘Close
Attendance’.



Discussion:

The Discussion toggle allows the Minutes Manager to display and add or edit information in the Discussion
field. This field is also available to Agenda Managers when creating or editing an agenda item.

The Discussion field, whether accessed by a Minutes Manager using the Discussion toggle, or by an Agenda
Manager while creating or editing an agenda item is intended for use in the minutes. Typical use for each type
of user is described below:

The Minutes Manager accesses the Discussion field by clicking the Discussion toggle. When open, the
discussion field shows for the currently selected agenda item. In this field the Minutes Manager can add new
or edit existing text. This information is associated to the specific agenda item. Once the text has been added
or edited the save button needs to be clicked.

This is what the Discussion field looks like when used by a Minutes Manager
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Take Action:

The Take Action tool allows the Minutes Manager to record the critical information about a vote. This
information includes the motion, which voting members made and seconded the motion as well as the actual

vote. To access the Take Action tool click on the Take Action button in the blue tool bar.

Working with the Recommended Motion:
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Working with the Vote:

The votes of the individual voting members are documented by clicking the
appropriate button. The specific words used for a yes or no vote, or for
abstantions can be configured in settings. Thisis also true of the vote
behavior, for example by default all votes start as yes votes

S

\dentify the voting members h

who made and seconded ’L‘ace m‘!NZ)‘ & fozent | ) Abstsin (With Confi

Board Member

the thiOn by clicking on ®hade ®Second Board Member2 mwNay = Azzent | ) Abstsin (With Confli
the respective button MQSemrc Board Member3 CYN ey | dx Ao £) Abstain (With Confii
- ®hizde  ®Second Board Memberd 2 iz m & Abzent | £) Abstsin (With Confii

®hizde WIecond whez WNzy e

Abstsin (With Confii Explan

) Abstain (With Confli

The Motion Result will
update based on the
information documented by
the Minutes Manager

Board MemberS

otion Result

® Motion Passed

O Motion Failed

© Motion Withdrawn
© Motion Tabled

© Motion Unseconded

[ Keep the Action Sectio for Another Motion?
i

Click 'save Action' once the
action is complete

Once the action is saved the motion or action statement is displayed for users and on the public projector if it
is being used. This same information will be added to the information collected for the minutes report as
shown below.



Action(s):

Motion Passed:

Mawve to begin construction on the new bus barn no later than the end of June. This moation, made by Board
Member3 and seconded by Board Memberd, Passed.

[# Edit

W Delete




Minutes Report:

The Minutes Report is intended to consolidate the list of agenda

This report is run by clicking on ‘“Tools’ in the blue bar then selecting ‘Report’ then ‘Minutes Report’ and finally
s selection resulting in the use of the menu to

the specific report template you wish to use. Shown below is thi
select the ‘Default Minutes Report Template — File’.

items with any additional information added
via the Minutes Manager tools. The resulting report is formatted via a report template and downloaded.
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The Minutes Report screen works exactly like the screens used for the Agenda Report, and the Public Notice.
Because of this, only a general layout is described. For a more detailed explanation of how this screen works

check the ‘Downloading and Running the Agenda Report’ handout on the support page.
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Here is an example of what the downloaded minutes report looks like using the ‘Default Minutes Report

Template’.
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Uploading the Approved Minutes and Completing the Meeting:

For most organizations, the final steps for a meeting are adding the approved minutes and making them
available to the users and possibly the public. This is done in two steps:

Step 1: Uploading the Approved Minutes as the Custom Minutes:
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Once you’re on the ‘Custom Minutes’ screen:

Custom Minutes for May 5, 2022 at 6:30 PM - Regular Meeting
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No Custom Minutes have been Uploaded for this Mesting

Click the 'Browse' button which will open your
computers file browser and let you find and select
your approved minutes
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Once your approved minutes have uploaded it will look like this:

Custom Minutes for May 5, 2022 at 6:30 PM - Regular Meeting

ﬂFilename

= & Approved Minutes of Last Meeting
For Meeting: May 5, 2022 at 630 PM - Regular Meeting
Version 1

Public / Anyone / Everyone b
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Allow Downloads v

Note that you have the same options to change permissions, delete or prevent downloads you do when
working with attachments.

Step 2: Updating the Status of your Meeting:



The final step for making your approved minutes available it to update your meeting to the completed status.
Typically this is done from the ‘Meetings, Minutes, and Agendas’ screen.
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