LEGISTAR — AUTHOR: HOW TO ENTER A STAFF REPORT

Revised 9/2023

=

Open Legistar5

(your icon will look like one of the two)

Legistar - Sign In

Legistar

Version 5.4.2303.1

Password:

Manteca, CA -

Login

3.

Tools

= Legistar

Recent Agendas
8/20/2019 - CITY COUNCIL
9/3/2013 - CITY COUNCIL
7/30/2019 - CITY COUNCIL
5/14/2019 - CITY COUNCIL
7/16/2019 - CITY COUNCIL
6/18/2019 - CITY COUNCIL
6/11/2019 - CITY COUNCIL
5/28/2019 - CITY COUNCIL
6/18/2019 - CITY COUNCIL

CITY COUNCIL

Ty counait

471672019 -
5/21/2019 -
6/4/2019 - CITY COUNCIL
6/4/2019 - CITY COUNCIL
3/5/2019 - CITY COUNCIL

Recent Minutes
2/19/2019 - CITY COUNCIL
11/20/2018 - CITY COUNCIL
9/5/2017 - CITY COUNCIL

)

Recent Files

19-382 - Adopt a resolution appeinting th
19-338 - Adopt a resolution approving an
19-391 - Government Buildings Facility Fee
19-379 - Approve Letters of Understandin
19-375 - CCO2 Main Stimprovements
19-373 - Appropriate an additional 90,397
19-365 - [Adopt a resolution to amend the
18-525 - 1) Adopt a resolution approving
19-387 - Prostate Cancer Awareness Month
19-385 - Consider canceling the Oct. 15th
19-190 - Adopt a resolution authorizing the
19-372 - Lisa Minutes

19-374 - Adopt a resolution, acting as the

19-377 - Council 2 Member Federal Lobbyi

Approval Requests
19-340 - Adopt the Initial Study/Mitigated

19-354 - Adopt a resolution approving a t

Fyi — 4 sectors

Recent Agendas
Recent Minutes
Recent Files ***
Approval Requests ***
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4.

(- Legistar - Home

® & leg
= g I
Home

o=
Recent Agendas

Files L\\3

8/20/2019 - CITY COUNCIL
9/3/2019 - CITY COUNCIL
CITY COUNCIL
CITY COUNCIL
CITY COUNCIL
CITY COUNCIL
CITY COUNCIL
CITY COUNCIL
CITY COUNCIL

7/30/2019 -
5/14/2019 -
711642019 -
6/18/2019 -

E=

Agendas

6/11/2019 -
5/28/2019 -
6/18/2019 -
4/16/2019 - CITY COUNCIL
CITY COUNCIL

6/4/2016 - CITY COUNCIL

oy

Minutes

5/21/2019 -

6/4/2019 - CITY COUNCIL
3/5/2019 - CITY COUNCIL

Q

Recent Minutes

2/19/2019 - CITY COUNCIL

Fyi — 4 sectors

Recent Agendas
Recent Minutes
Recent Files ***
Approval Requests ***

Search
11/20/2018 - CITY COUNCIL
9/5/2017 - CITY COUNCIL
Exit
5. To Enter a Staff Report:

5 Legistar - Legislative Files (Search Mode)

|Edil |Toa|s ‘Hrawse |

‘ New ‘ Clear “

‘ Search

EZ Text Search . S
ﬁ;} File ID i} Type v| status -
Home In Control o File Created m
Title = Agenda Date M
. a Final Action m
" Agenda Report | Attachments | Associations | Details | Approval Tracking | Minutes History |
iles

Edit New Delete View Import...

1. Click NEW - this will generate
the File ID number.
2. Type —where on the agenda will
the item be placed?
a. Presentation
Consent Items
Public Hearings
Discussion Items
Informational Items

®aoogo

| New | Clear |F'Lock |Edit | Tools

Browse

File 1D [19-293 5] Type [Consent ~|  Status [oraf B
In Control [CITY COUNCIL ~ File Created |355201 m
Title Agenda Date m
@ natacton |[ERESEDEE &
« August 2019 »
Agenda Report | Attachments | Associations | Details | Approval Tracking | Minutes History | =T T T TR T T

4 6 7 8 s 10
112 13 14 15 16 17
18 19 [ 20 2 2 23 24
25 26 27 2w 28 30 3L

8/5/2010 4:53:07 PM | Today |

3. Status will generate
automatically

4. In control is the meeting body —
you will probably only use City
Council meeting body

5. File Created will generate
automatically

6. Agenda Date — select the correct
Council Meeting date

7. Final Action — do nothing
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8. Select SAVE

7.
save | | New | Clear |7 Lock |Edit | Tools |Browse | Title: this is what pulls to the Agenda
EZ Text Search L%
Filz ID D Type |Consent M Status Draft < . . .
1o ” - Enter Placeholder — brief description of
In Control | CITY COUNCIL i File Created |8/5/2018 .
Title | Adopt a resolution approving a budget appropriation . the item

Agenda Report |Att3:hmems | Associations | Details | Approval Tracking | Minutes H\storyl

Agenda Date  9/17/2019

82 8 8

Final Action

o] (oo [omee ] [ven ] Compon]

Or when entering entire item at once
you can add to Word document and it
will update the title.

8.

—

Agenda Report |At|3::hments I Associations I Details I Approval Tracking I Minutes History |

Edit mew ] [ Delete ] [ Wiew ] [ Import... ]

When you are ready to create staff
report — click EDIT

Downloading 18-126 ver, 1: 0%

At the bottom right side of the screen
you will see the DOWNLOADING blue
box.
This will open the HTML editer/Word
doc.

10.
il I= .
Home | Insert  Pagelayout  References  Mailings  Review V\E(mhat The Word doc WI” open. SeleCt
B ko s T e S ’—\ ADD-INS at the top of the screen.
7j B Copy alibri (Body) 11 A A § D 4 AsBbCeD: | Aa
Pajte - Format Painter B I U -abex X TNormal [N

Clipboard u Font

A S R R B A o

11.
| I= Expand the TEMPLATES dropdown
Home Insert Page Layout References Mailings Review View Add-Ins Acrobat

Templates = | Text Sections * Standard Paragraphs ~
City Council Agenda ltems
Do Mot Use - Mew File
Jd QOversight Board

Successor Agency _R‘}If

Select “City Council Agenda Items”
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12.
City Council Agenda

Memo to Manteca City Council
From Your Department Head Name, Title
Prepared by: Your Name, Title [not in template, manually add]
Date: Date of the Meeting (May, 1, 2018)
Subject Approval of Meeting Minutes
fitle

Approve the Regular Meeting Minutes of April 3, 2018. [This is the recommended action

and pulls to the agenda)

éackground

Brief Summary of project, issue, discussion, etg

Fiscal Impact:

Complete to your ability — Finance will edit as necessary

Documents Attached: [not yet in template — needto manually add]

1. Attachment1 — Minutes

2. Attachment2 —if there was another attachment it would look like this..

The Word document will be replaced
with the Agenda Template.

See example

Note — it is best not to place tables,
images, and graphs in the word
document. We cannot guarantee that it
will render well.

Note — do not remove the “..title” or the
“..body” —there is scripting behind the
section that allows pulling to the agenda
and formatting the agenda packet.

:

Home Insert

5 o - Arial
Bant =3 Cop

aste
- - Format Painter e

Clipboard ]

Save and close.

34 Find ~

2. Replace

Change
Styles * kg Select -

7] Editing

When you are at a stopping point or are
finished, click the SAVE button and
CLOSE Word.

14,

Uploading 18-126 ver. 1: 100%

You will see the blue UPLOADING box
appear in the bottom right corner. This is
uploading to the HTML editor.
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15.

=

‘3) Legistard

\!‘) Do you want to replace the title for file 18-126
with the title from the text file?

e J[ n

Click yes it you would like the “..title"”
language from the Word document to
replace the Title box that will pull to the
agenda.

- &
Agenda Report | Attachments | Assodiations IDeiBiIs IApprovaI Tracking | Minutes History|

Sort  Attachments

If you have an attachment — upload it
here.

Resolutions and ordinances first.
Supporting documents second.

Apply headers to Attachments on all
pages. Arial Bold, 14 point, CAPS, top

right corner: ATTACHMENT 1

17.
|

Attach '[}Launch Remove =

Bottom of screen select the ATTACH
dropdown — select ATTACH FILE

Attach File
| Attach Hyperlink You will browse through your networks
Scan and double click the item you would like
to attach.
18.

‘AgendaReport | Attachments (1) [ Assodations | Detais | Approval Tracking (6) | Minutes History

Sort  Attachments

N CEEET—

Rename your attachment:
Attachment 1 — Resolution
Attachment 2 — Exhibit A to Resolution
Attachment 3 — Ordinance

— w2 | Attachment 4 — Agreement

Attachment 5 — Vicinity Map
etc.

19.

| Agenda Report | Attachments | Assodiations [ Details | Approval Tracking | Minutes History When your item is complete and ready

Requester:  Lisa Blackmon M for approvals, select the APPROVAL

Seq # Approver Name Due Days  Action Type Email Template TRACKING tab.

20.

Bottom left corner open the ADD
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- AddSequence- |
CDD_Eng

Ceremonial

City Clerk

City Manager
Community Development
Finance Department

Fire Department

Human Fesources
Information Technology
Minutes

Owversight Board

Parks and Recreation
Flanning Commission
Police Department

Public Works

Successor Agency

- Add Sequence - - Save As

&7

SEQUENCE drop down.
Select your department.

Please Note for PW —we may add a
sequence for all divisions, ie: Public
Works Engineering, Public Works Water,
Public Works Solid Waste, etc.

21.

| -
Agenda Repurt | Atachments | Assocatons [ Detas] Aprova 1o ) |Mewtes sty

Requester:  Lsa Backnon

Stats Due Date ‘acton Acton Date Escalaton Date__Notes

When you select your sequence the
predetermined approval sequence will
auto populate. You can add to the
sequence but cannot remove anyone.

22.
| y .
ou must click START for the approvals
- Add Sequence - - Save As Cancr:l Escalate |1of6 | New | Delete | - Pending - - . pp
s to begin.
23.

You have successfully completed entering your staff report.

The item will be approved by the
following:

Department Head
Budget

Finance

Assistant City Manager
City Attorney

City Clerk

City Manager

NoupkrwnNeE
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FOR APPROVERS - how to review/approve an item:

< Legistar

Recent Agendas
b /1172019 - CITY COUNCIL
Agendo: 5/28/2019 - CITY COUNCIL
D sr2172019 - Ty couneit

@
K Recent Minutes
2/19/2019 - CITY CouNaiL
1112072018 - CITY CoUNCIL

9/5/2017 - CITY CONCIL

Recent Files
< 19354 - Adopt a

Approval Requests

19-340 - Adopt the Iniial Study/Mitigated Neg

19354 - Adopt a resalution approving  budgs

Under the “HOME” tab (top left red
button) the user will see the four
qguadrants. The bottom right quadrant is
the APPROVAL REQUESTS area. When
items are in this quadrant the reviewer has
items in their queue for review and
approval. To open an item, click the item.
The item will open to the approval page.

save | | New | | Unlock |Edit | Tools | |
EZ Text Search =
File D |23-179 D Type |Consent v Status |Approval Review o
In Control |GMY COUNCIL - File Created |4/10/2023 m
Title | Approve an amendment to the agreement with City of Stockion (C2021 Asenda Date 222023
-53)to extend fire and emergency medical dispatching services through genda Bate i
June 20, 2026, and authorize the City Manager to sign all necessary . X
s, g Pl Acton m
Agenda Report  Attachments () Associations Detals Approval Tradking (8)  Minutes History
Requester: | Amee Rubio
Seq # Approver Name DueDays Action Type Email Template Status Due Date
o1 Dave Marques 2 Approver Individual Review Request Approved 4f12/2023
0z Chelsea Breitenbucher 0 FY1 FYI Notification Motified - FYI
03 Lana McBroom 2 Approver Individual Review Request Approved 4f12f2023
04 Jared Hansen 2 Approver Individual Review Request Approved 4/12/2023
05 Jose Jassol 2 Approver Individual Review Request Approved 4132023
06 David Nefouse 2 Approver Individual Review Request Approved 4142023
07 Cassandra Candini 2 Approver Individual Review Request Approved 4[19/2023
» 08 Toni Lundgren 2 Approver Individual Review Request | Review Requested 4/19/2023

The item will open to the “APPROVAL
TRACKING” tab. You may review the item
by selecting the “AGENDA REPORT” tab.
You may review the Attachments by
selecting the “ATTACHMENTS” tab. We are
currently not using the following tabs:
ASSOCIATIONS, DETAILS, MINUTES
HISTORY.

You may edit the work document by
selecting the EDIT button and downloading
the staff report. You may also send the
item back to the staff member that
entered the item.

Page 7 of 9




Note : On the “APPROVAL TRACKING” tab you
i will see to the far fight a Notes text box,
Approve and Disapprove buttons and a
drop down to delegate the item to
someone else.

Contact the City Clerk on best practices for
approval, disapproving, and delegating.

Use the Notes section if you would like to
leave information for a future approver.

’ Approve ] ’ Disapprove

| BdendDueDate |

Delegate -

Manage Approver | Approver Action | Search |
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