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Meeting Cheat Sheet

Launch LiveManager from your desktop.

-

Listlansger

Select the event and click the Load button.

Enter notes as needed into the Quick Note field.
Click the Record Quick Note.
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[ Select the room from the left column and Click the |

Open LiveManager button

Click > button to start recording.
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Load Meeting Start Pause Stop
g }
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[ use the pause ML | Extend &, stop ™ buttons

to manage the event.

Pause

start Extend | Stop

Load Meeting

For technical emergencies, please call 415.655.2414 and the technician on call will assist you.

click the 7 button.

]

Load Meeting

i

Pause

start

Double-click the Agenda Items in the Agenda Pane
to record the timestamps in the Minutes pane.
e —————
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Timestamping in LiveManager Quick
Reference Guide

This quick reference guide provides step-by-step instructions for meeting clerks when timestamping
agenda items in LiveManager.

Step 1: Launch LiveManager

1. Double click the LiveManager icon to launch LiveManager from your desktop.

2. Click Open LiveManager.

®granicus. LiveManager
Start a Live Meeting

Flease select & Mesting Server in order Lo laundch LiveManager

Wiew or change options for LiveManager:

Optians

Step 2: Load a Meeting

1. Click the Load Meeting button. The Load Meeting menu appears.
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| Meeting | Mo Agenda Loaded Time
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. —
Load Meeting Start Pause Extend Stop

2. Select your meeting from the list of available meetings (it becomes highlighted and appears in the
Selected event to load field).

Note: If LiveManager is configured to open more than one meeting at a time, hold down Ctrl to select
more than one meeting to load.

3. Click Load.

Lead Meeting
Fun & mesting wiing one of the events listed Below,
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Commurity Dwvelopment Commithes & 103013 F:00-00 P

Ken Slatery’s Councll Hasting 5205 H013 0000 P

Hew Event

hon-Hating Content Test
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Selected avent to kad:

Ken Slattery’s Councll Mesting

wed | Cancel

Step 3: Add New Agenda Items Before and During the Meeting

Note: This is a rare occurrence.

1. Click Agenda Item at the top of the screen, or right-click an existing agenda item in the left Agenda panel
and select Add Agenda Item (this adds a new child item to the selected item). The New Agenda Item tab
becomes available in the middle of the screen.

In the Agenda Item Text field, enter the title of the agenda item.
(Optional) In the Department field, enter the name of the department associated with the agenda item.

(Optional) In the Suggested Action field, enter a suggested action for this agenda item, e.g., approve,
amend, etc.

5. Click Save. (If necessary, drag and drop the item to where you want to place it on the agenda.)

A® 2014 Granicus, Inc. All rights reserved.



Timestamping in LiveManager Quick Reference Guide

Agyeiadi e Taan:
. Fiw Mabghbaiteed Pk

DIt
Iﬂm‘it\\'ﬂul
SarB e AR
‘
Swee Larael B To Raoed
(Bl b ik sl
Canoal | Save Ta Raord

Notes:
You can edit existing agenda items before the meeting. Select the agenda item you want to edit from left
Agenda panel, make the appropriate edits in the Agenda Item Text, Department, and Suggested

Action fields, then click Save (or press Ctrl + S).
You can also delete an agenda item: right-click on the selected item, click Delete (or press Ctrl + D), and then click
Delete again at the confirmation prompt.

Step 4: Start the Meeting

Click the Start button to start the meeting.

| Meeting | Agenda Loaded Tirne
D i i ¥ -
Load Mesting Start Pause Extend Stop

Note: During the meeting, use the following buttons as necessary:

e Click Pause to pause the meeting (if it goes into recess). You will need to click Start to resume the meeting
when it reconvenes.

e Click Extend to extend the meeting time by 30 minutes.
e Click Stop to finalize meeting details and end the meeting.

Step 5: Timestamp an agenda item

Select the item from the left Agenda pane, and either double-click the item or click Record in the
middle of the screen. The item is timestamped in the Minutes panel.
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Step 6: Finalize the Meeting

1. Click Stop. The following message is displayed.

# Finalize Meeting(s)

Would you like to finalize all meetings?

Minutes and video for each meeting will be uploaded
to MediaManager.

Finalize | Cancel

2. Click Finalize. The meeting data will be available in MediaManager after it finishes uploading.
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