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About this Me

nual

This manual provides help on council management using the system. Council

Management include functions such as creating council members, creating and

approving preambles, creating agenda, scheduling council meetings, and creating

minutes of the meetings (MOM).

Conventions

The following table describes the conventions used in this manual.

Note:

Note provides extra information about a step
or concept. Notes are contained in grey
boxes.

Ul Element

To describe screen elements such as buttons,
drop-down lists, the name of the element is in
bold.

References

All references are in italics. Reference also
contain hyperlinks and help you to quickly
navigate to related content

Navigation >

Arrow ‘>’ notation describes the flow of
navigation in the application. For example, the
following navigation means “on the Left

Panel, Click Application and then click
Collection.”

Left Panel > Application > Collection
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Further He

0
In case you need further help, please call +91 80 4125 5708 or send an email to

contact@egovernments.org
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eCreate &
approve
Preamble

Preamble

preamble
N—

Introducing Council Management

Council Management System helps a municipal council to perform its role more
effectively, efficiently, and transparently.

The system provides transparency and helps in tracking the activities conducted by the
municipal council. It not only helps make the decision-making process more efficient
but also makes it accountable and effective.

Process Flow

The overall process for council functioning is shown in Figure 1 Overall Process:

Figure 1 Overall Process

/\ /‘\

eCreate Agenda eConduct Meeting
for the council
meeting

eSchedule a
Meeting &
Circulate Agenda

"

eCirculate MOM
and resolutions.

Circulate

Roles Involved in the System

Different roles interact with Council Management System to enable effective and
efficient functioning of councils.
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Note: Role names and their functions can be configured depending on the needs of

your department.

The roles involved in council management system are shown in Figure

2.

Figure 2 Roles Involved

Preamble
Creator

Roles
Involved

Preamble

approvar

The following table describes the roles involved in council management system.

Role Description
Preamble Creator Creates preamble and submits for approval.
Preamble

Reviews and approves the preamble. May also edit or
Approver reject a preamble.
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Council Clerk
Creates agenda for a council meeting. Also, schedules

a meeting and circulates the agenda.

After the meeting is over, circulates the MOM and
resolutions.

Signing into the System
You need to sign in before you can start using the system.
To signin:

1. Enter the correct URL in the internet browser. The Sign in page appeatrs,

as shown in Figure 3Error! Reference source not found..
Figure 3 Login
Sign in

Q. Cassword
= Signiin

2. Enter username, password and click Sign in.
Home Screen

After signing into the system, the Home screen appears, as shown in the Figure 4.

Figure 4 Home Screen
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B aApplications

& Favourites

Worklist

W Preambie @) W New Asse

W Revision Patit

W Addition/AReratio

|

27122016
09:07 PM

2IN206
08:51 PM

o W Grievance
1 ) W Registeced Transter

Sender

944208::D.Narasimhaiah

0944208::D.Narasimhaiah

Preamble

Preamble

Created -
Commiissioner
approval pending

Created -
Commizsioner
approval pending

& 5.Ravind...

Preamble
Number 6-12-
201617

Preamble

Number 5-12-
201617
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Preamble

Preambile is the starting step towards decision-making by the council. Preamble
contains details of a draft suggestion or proposal to the council to take decision on an

issue related to one or more wards within the municipality.

Note: Preamble can be created by any clerk or designated preamble creator within a

department of the municipality.

Preamble workflow is shown in the following Figure 5.

-\

Approve

Preamble / «Council Clerk uses approved
preamble to create agenda

for a council meeting

Figure 5 Preamble Workflow

(-Department clerk creates a
preamble and forwards to
preamble approver for ePreamble approver
approval. approves the preamble

ePreamble approver could
be commissioner or any
other designated person.

\ Create \_ N
Preamble

N

Creating Preamble

Create Agenda

To create a preamble, perform the following steps.

1. Open create preamble screen, using the following navigation

Left Panel > Applications > Council Management >
Transactions > Council Preamble> Create Preamble

A Create Preamble page appears, as shown in Figure 6.
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Figure 6 Create Preamble

Create Preamble

“reatz Preambie
D.F_upartmerlt Selac ) Amount (Fs) I:?Il:l‘l A ,E:D
i Check Budget
Glst Of
Preamble ™
i
. —— i = | PFresscirland
Documents * | Choose File | Mo file chosen Ward All

------- M Riold to saject
Elaction Ward Mo

Flection Ward No
Election Ward Mo
Elaction Ward Mo
Election Ward Na
Election Ward Mo

Diocurment size =houll

not exceed 4 ME

multiplewards

Note: After getting the coLingl| preamble prepared and approved by the head of the section, the same
should be upioaded here and forward to the competent authority for further action

2. Enter detailsinthe Create Preamble screen as described in
Table 1.

Table 1: Create Preamble

Department

Select a department to which the

preamble relates to.

For example, select ‘works’ department if
the preamble relates to repair of roads.
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Amount

Enter amount value in amount box. This
is the approximate expense for
implementing the decision related to the
preamble.

Gist of Preamble
Write a summary of the preamble in the
Gist of Preamble box.

The summary or gist should provide high
level idea about the preamble without

looking at the details in the attached
documents.

Checking Budget Provisions

Figure 7 Checking Budget Provisions

Financial Management System

Budget Variance Report
Departrnent:? — Chichia— y | Function: e hofEE—- v
Fund: ——Lhagse=-— r
_‘F‘;;zurt —Choose-— ¥ E}::EEI —~—Cheogse— x
As On Datey” 222018

Cancel Close
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Department

Select a department such as
Accounts, Administration, or

Education.

This is the department for which you want
to check the budget availability.

Function

Select a function from the function list
under which the expenditure will be
incurred as suggested in the preamble.

For example, draught grant, CM
assurances, or local body elections

Fund

Select the relevant fund type from the
Fund list.
For example, select municipal fund if

the fund will be utilized from the
municipal fund.

Account Type

Select an account type from the Account

Type list.

For example, you could select

REVENUE_EXPENDITURE if the
expenditure proposed is of revenue
expenditure account type.
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Budget Head

Select a budget head from the Budget
Head list.
Select the budget head from which the

funds will be utilized. For example, select
budget head, main roads — repairs and

maintenance, if the preamble proposes
repairing a patch of main road spanning
one or more road.

As On Date

Select a date from the calendar popup.
The Budget Variance Report will be
generated as on the entered date.

Viewing Preamble

e General
:‘“""'P" Administration REVENUE
und
Municipal Water Supply REVENUE
Fund
Municipal Public Health
Fund REVENUE
= Finance and
:"‘m'"pﬂ Accounts REVENUE
und
453 Finance and
Municipal oo counts REVENUE
Fund
Municipal Finance and
Accounts REVENUE
Fund
S5 Finance and
Municipal Accounts REVENUE
Fund
Finance and
gccound

3111001-City

Development Fund 105660000.00 0.00 10S660000.00  0.00 105660000.00
3111001-City

Development Fund  14675000.00 0.00 14675000.00  0.00 14675000.00
2111001-City

Development Fund  11740000.00 0.00 11740000.00  0.00  11740000.00
3111001-City

Development Fund  44025000.00 0.00 44025000.00  0.00 44025000.00
3111002-Urban

Poverty Alleviation 117400000.00 0.00 117400000.00  0.00 117400000.00
Fund

3201004-RAY GOI 500000.00 0.00 500000.00 0.0 500000.00
3201005-X11

Finance 0.00 0.00 0.00 0.00 0.00
Commission

3201006-X111
Figas
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To view preamble, perform the following steps.

1. Open Search Preamble screen, using the following navigation

Left Panel > Applications > Council Management >
Transactions > Council Preamble> View Preamble

Search Preamble page appears, as shown in Figure 6.

Search Preamble

Degpartrment Seiact . Preamile

Mumber

Fram Diate To Date
Ward 0 =

E@ectim‘: ard Nio,
Elaction Ward Mo,
Election Ward Na.
Election Ward MNo:

2. Click Search to search the preambles.

You may select one or more fields in the Search Preamble screen to filter

your search. The details of the fields are given in the following table.

Page | 16




Department

Select a department such as
Accounts, Administration, or Education.

This is the department for which you
want to check the budget availability.

Preamble Number

The number of the preamble, if you are
looking for a specific preamble.

From Date

Preamble created on or after a date
To Date

Preamble created before or on a date
Ward

Preamble applicable for one or more

wards.

You can select multiple wards by using
Ctrl+Select.

A list of preambles appear in the Council Preamble Search

Result section, as shown in Figure 8
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Figure 8 Search Result

Cournicil Preamble Search Result

Preamhie Gist,OF Amount

Eiepartment
PRI Mumkber Preamble (B

ATRINISTRATIEN Eiectmn Ward Mo, | 512530507 Piarchase af nickshawsToe 1100600 | TREATED
2 Election Ward picking up garbage from
Mg, ¢ Elaction Ward fe T
\Ward Mo
. Eisction Ward
Men 4-Eleztion:

Wil Ha,
EElection Ward
Mg, 5ElBcron
Ward Ma

7 Efection Ward

Mok '

Showing 1 to 1 6F 1 entries Showe| v | entries Excel -PDF: Pant DraniGUE ekt

3. Click View ynderthe Action Column to view a preamble

View Preamble screen appears, as shown in Figure 9.
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Figure

9 View Preamble

View Preamble

Freamble Number 5-12-2018-17 Sfatus CREATED
Department ADMINISTRATION Amount{Rs.) 1000
Gist Of Preamibie Purchase of rickshaws for picking up garbage from Ward no 1 to 10
Documents

testDocument.docx

Ward Election Ward Mo. 2, Election Ward No. 1, Election Ward No. 3, Election Ward No. 4 ,
Election Ward Mo, 5., Election Ward No. 6 , Election Ward No, 7 , Election Ward No. 8

Wi a-:l oW History o
Bt pdated By St TR, e Departiment CORITTRTS
F7-12-201% 08447080 Nar Cragted DO9355F "5 Ravl ADMINISTRATI submitting for
2057 PM Tue asimhaiah ndra Babu O approval

Close

Note: The View Preamble screen provides details of the preamble as well as the
workflow history. The workflow history contains the status of the preamble and all

the actions performed on it from the date of its creation.

Update Preamble Status

The system enables you to update the status of a preamble. To update the status of

a preamble

1. Open Search Preamble screen, using the following navigation.
Left Panel > Applications > Council Management >

Transactions > Council Preamble> Update Preamble Status

Search Preamble page appears, as shown in Figure 6.
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2. Perform search as described in step 2 under Viewing

Preamble on page 14

Council Preamble Search Result appears as shown in Figure
10.

Figure 10 Search Result for Change Status

Council Preamble Search Result

Preamble

ENGINEERING SRA Drainage at Indiranagar 20000 cnange Status
ENGINEERING  Election Ward No 242201617 Construction of New flyover at 58
13 Election Ward No Marathall 1o towards mahadevapura

12 Blection Ward No, 11

REVENUE 312201617 Buy 10 hand held devices for property 20000 change Status
tax collection for property tax Bill g
collectors,

Showing 1 to 3 of 3 entries Show 10 v entries Excel | PDF Print Previous Next

3. Click Change Status in Action column.
Edit Preamble screen appears.

4. Select an option from the Implementation Status list, as shown in Figure

11.

11 Update Status
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Figure

Minutes of Meeting Details

Prasmble ResalriopNGTber: | ‘Resallfian comments
Sigtis
1M20e Zo17-0i- | Standing Resolution | B9MO/Z0N 74 The resolutions was E‘-. |_ew
o2 Committesds  Approved passed unantmously
| Closa
Implementation SelacE ¥
Status
Work In Progress Updata
Finishad

Approving Preamble

Commissioner or designated preamble approver can approve a preamble submitted
by a department clerk.

To approve a preamble:

1. Click a preamble from the worklist with the status ‘approval pending’, as
shown in Figure 12. You can also select items from the search list as

described in Viewing Preamble on page 14.
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Figure

12 Worklist - Preamble Approval

Worklist Q

@ Preamble @) W New Assessment @) W New Trade License @) W Renewal of Trade License (@)
W Revision Petition o W Grievance @ W Estimate o W General Revision Petition o

W Addition/Alteration )) W Registered Transfer @) @ Voucher @

D de g »
27/12/2016  0944208::D.Narasimhaiah  Preamble Created - Preamble 2
09:07 PM Commissioner Number 6-12-
approval pending 201617
27/12/2016  0944208::D.Narasimbaiah = Preamble Created - Preamble 9
08:51 PM Commissioner Number 5-12-
approval pending 2016-17

Edit Preamble screen appears, as shown in Figure 13.
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Figure

13 Edit Preamble for Approval

Edit Preamble

- i % Lo |
Cregte Preambis

Dreambis g-1 2209617

Mumber
Department * ADMINISTRATIO + Amount (Rs.) BoGoEga0 E%ic:;:.:;
Gist OF thisis test
Preample ™
i
Diocuments = | Choose File | Mo file chosen VWard Al .| PressCirland

- e hioid o select
SRt R . multiple wards
Election Wasd: Mo, )

Election Ward no.

testDocument. doex
Gocuwrment-size should
nat excesd 2 ME

Mote: aftar getting the councl| greamble prepared and approvad by the head of the sacticon, thezame
should be uptoaded here and farward fo the competent authority for further action

Workflow History v
Digta Jpriatad By Status HTTE Tepartment Cammants
BTl =T]
27-12-2040 o442 0850, Created 093552855 ADMIMNISTRA test
2107 P Marasimhala avindra Babu TION
Tue ty

Comments

s

> Click Approve to approve the preamble. You can add comments in the

comments box, if required.
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Note: You may reject the preamble by clicking Reject and giving reasons

for rejection in the comments box.

If you need more information before approving the preamble, enter
details about extra information in the comments box and then click
Provide more info.

Page | 24




Agenda contains a list of approved preambles that are required to be discussed in

a council meeting. Agenda for a meeting is prepared by

the council clerk.

Creating Agenda
To create agenda, perform the following steps.

1. Open Create Agenda screen, using the following navigation

Left Panel > Applications > Council Management >

Transactions > Council Agenda> Create Agenda

2. Search for preambles as described in step 2 of Viewing Preamble on

page 14.

Preamble list appears in the Preamble Search Result section as shown

in Figure 14.
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Department selgrt

From Date

Warel

Powered by SGovernmEnts Faundation

Create Agenda

w| Preambie Number

To Date

it

e

Freamble Search Result

Fe=nrmitile

Shunbme

‘ZOZARANTE: ADWIHIETRATION

Showisg 1t of | entries

Create Agenda

Agenda Nurmber

E Srzy2:2818 ADMIISTIATIN

Moter Lising drag and deopion preamile 1980y can Thanges order:

|
- “

v - |+ |
Show 1o v entriss E— . -

Committee tvpe ™ Selert

Asinm

Gz af Preambie

m S

The preamble is added in the Create Agenda Section.

Note: You can add more than one preambles to the Create

Agenda section

Page | 26




If you want to remove a preamble from the Create Agenda section, click

Delete under Action column.

4. After you have added all the required preambles in the Create Agenda
section, select a committee type from the Committee type list and then

click Create.

The agenda for the council meeting is created as shown

Result Council Agenda

Status APPROVED Committee type Standing Committee
Agenda Number 3

Agenda Items

T N T

EDUCATION 4-12-2016-17 Repair of bridge

Viewing Agenda

To view agenda:

1. Open Search Agenda Details screen, using the following navigation.

Left Panel > Applications > Council Management > Transactions >

Council Agenda> View Agenda

Search Agenda Details screen appears, as shown in Figure
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15.

Figure 15 Search Agenda Details

Search Agenda Details

Committee Select B Agenda
type Number
From Date To Date
e -

3.

Click Search to view the agenda list. You can filter the search by
selecting appropriate value for the search fields as shown in the

following table.

Committee type
The type of the committee. For example,
‘standing committee’.

Agenda Number
The number of the agenda, if you are
looking for a specific agenda.

From Date
Agenda created on or after a date.

To Date
Agenda created before or on a date.

Agenda list appears in the Council Agenda Search Result

section, as shown in Figure 16.

Page | 28




Note: You can print the list or save in PDF or Excel format by selecting

the respective options at the bottom of the list.
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16 Agenda Search Result

Council Agenda Search Result

1 Srandirg Committee AGEENDS USED N MEETING = view
2 P, Cound AGEMDA USEDH IN MEETING
Showing 1 to ZofZ entries Show! 10 v entries Excel| | BRE. Brint Preyigus . Next
3. Click Vie w in the Action column to view the agenda details.

View Agenda Details screen appears, as shown in Figure 17.

If required, click Print to print the agenda details
Figure 17 View Agenda Details

View Agenda Details

Counzii Agenda

Status AGENDA USED IN Committee type Standing Committee
MEETING Agenda Mumber ¥

Agenda [tems

1 EMGINEERING 1-12-2016-17 drainage

Updating Agenda

To update agenda:

1. Open the Search Agenda Details screen, using the following navigation.
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Figure

Left Panel > Applications > Council Management > Transactions >
Council Agenda> Update Agenda

Search Agenda Details screen appears, as shown in Figure
18.
Figure 18 Search Agenda for Update

Search Agenda Details

Committes Selact v Agenda

type Mumber

From Date To Date
3. Click Search to generate list of agenda as described in  step 2

of Viewing Agenda on page 25.

Council Agenda Search Result section appears, as shown in Figure 19.
Figure 19 Agenda Search Result for Update

Council Agenda Search Result

T ; - Ao
b ParetComimisies APDRIVED
Showing 1to 1 of 1 entrles Show 10 * entries Excel | PDF | PG Previous - MNext

3. Click Edit jn Action column to update an agenda

Update Agenda screen appears, as shown in Figure 20.

20 Update Agenda
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Update Agenda
Committee type

Panai Committes v

Preanble Ndmber Bepartmy Gist of Hreamble )
; [
89909950

GE122016:17 . ﬂDMlNGTRHTlGN ‘ repair_brid'g:e'

Make changes and click Update. You can also delete the agenda by

clicking Delete in Action column.
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Figure

Meeting Invitation

Creating Invitation

To create a meeting invitation, perform the following steps.

1. Open Search Agenda Details screen, using the following navigation

Left Panel > Applications > Council Management >

Transactions > Council Meeting > Create Meeting Invitation

Search Agenda Details screen appears, as shown in Figure 21Figure 6.

Figure 21 Search Agenda Details - Invitation

Council Agenda Search Resul

i el Comimistee AIPRCAED 0 Edie

Shosifg 110 1 of enties SHoW 10 v eaties  Eicel POF Print | pravious R et

2. Pperform search as described in step 2 of Viewing Agenda on
page 25.

Council Agenda Search Result section appears, as shown in

Figure 22.
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22 Agenda Search Result - Invitation

Council Agenda Search Result

ding Committee APPROVED
Standing Committee PROV &= Create Meeting

Showing 1 to 1 of 1 entries Show 10 v entries Excel PDF | Print Previous - Next

3. Click Create Meeting jn Action column to create a meeting

Create Council Meeting screen appears, as shown in Figure 23.

Search Agenda To Create Council Meeting

Commitres type Select . agenda Murmies

From Diae T Date

m Elots

Wieeting Type * Setpct . Mesting Date

Nesting Time * selact % Mty Flare *

tirrsda | Prrmbes Leattmers
| rauimiber HNumnbes
54 private s R11-EN7 TEIWN FLANNING
Sl Al 50 adl Do Pl reiodsd
the details shown in the following table.
Meeting Date Proposed date for the meeting
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Figure

Meeting Time Scheduled time of the meeting

Meeting Place Proposed venue of the meeting

5. Click Create, to create the meeting invitation.

Council Meeting Success screen appears, as shown in Figure 24.
Figure 24 Council Meeting Success

Council Meeting Success

Council Meeting

Meeting Type Panel Committes fzeting Mumber 4101727
heeting Date 10/01/2017 heeting Place Town Hall
Meeting Time 11.20 Al

Notification sent to following council memisers

Member Narrie Designation

Saketh Ram Mayor

Agenda ltems

Apenida Nirrger Preamble Numer GIST Of Preamble

1 ADMIMNISTRATHON 4 o122 201617 Repair Bridee

Close

Viewing Council Meeting

To view council meeting

1. Open Council Meeting screen, using the following navigation.
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Left Panel > Applications > Council Management > Transactions >

Council Meeting > View Meeting

Council Meeting screen appears, as shown in Figure 25.

Figure 25 Council Meeting - View

Council Meeting

Searen Mestin

£

Megting Typa Galert - Meating
Mumier
From Date Ta Date

Council Meeting Search Result

-
Tirme

2151

YWIEEE 1216 YLE R APPROVED !VEW
oA Courssd 2MIFANE ey 6 R KLrrhigd 115084 WO RMALISED ‘Prinl. Resoluman
Cerune - Ha 4
B view
shiowing 1 to 2of 2entries Show! 16 v entries Brenious - Next

2. Click Search to get the meetings list. Enter appropriate fields to filter your
search as described in the following table.

Meeting Type .
Type of the meeting. For example,
‘Standing Committee’
Meeting Number Unigue number of the meeting
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Meeting Date

Date of the meeting

Meeting Time

Time of the meeting

3. In the Council Meeting Search Result section, click on View in Action

column to view the meeting details as shown in Figure 26. You can also

click Print Resolution to print the resolution.

Figure 26 View Meeting

View Council MOM

Council Meeting

Mesting Type MPL Cotncil

Mesting Date 15/12/2016

Meating Time. 11.00 AM
Ageniclg ltems

Sorial | RDeparbment Agends

1 ENGINEERING | 2 212
20817

Attendance Detals

Ramber

Preamble | Resalition

MaEtise Mumber 211272016

Kurnos! Couneil Hall

ResoluionNumber | GistOF
Preamble

TsM2201 Construction
of New flyouvar

Maeting Place

| comments

Fiy overis
approved,

APPROVED

Qllajifh:aﬁun Meating

| Arrainid

Desijrtion Party

Afiilistion

Election Ward
Mame:
1 Sakath Ram
2 yasanth Efection Ward
Mo, 1

Updating Meeting

Mayor Past: Y5R Congress  Yes
‘Graduation

Ward S50 Congress o

Member
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To update Council Meeting

1. Open Council Meeting screen, using the following navigation.

Left Panel > Applications > Council Management >
Transactions > Council Meeting > Update Meeting

2. Perform meeting search as described in step 2 of Viewing Council Meeting

on page 32.

Council Meeting Search Result screen appears, as shown in Figure

27Figure 25.
Figure 27 Meeting Search for Update

Council Meeting Search Result

Meeting
Place

Ctanding tNaizane 161316 inkith 17,30 Ak APPRCVEE
Commities
Showing 1to 1 of 1 entries Show| 10+ |entries Previous Meft

3. Click Editinthe  Council Meeting Search Result section to update

a meeting.

Edit Council Meeting screen appears, as shown in Figure 28
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Figure 28 Edit Council Meeting

Edit Council Meeting

Create Council Mesting
Magting Type Stapding Comimittes Masting Date 1671272016
Meeting Time 113040 v heeting Place |lokijh
* +
“
Agenda ltems

Gist OF Preamible

| draingge 1 T-F2-2857 EMGINEERING

4. Make required changes and click Update to update meeting
detalils.

Sending SMS
You can send meeting invitations or any other meeting related information using

SMS and Email to the council members.

To send SMS

1. Open Send SMS and Email screen, using the following navigation.

Left Panel > Applications > Council Management > Transactions > Send
SMS and Email

Send Sms and Email screen appears, as shown in Figure 29.
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Figure 29 SMS and Email

Send Sms And Email Te Council Committee Members

Saarch Meeting
=
Meeting Type Select. = Meeting Numbear

From Date To Date

Council Meeting Search Result

Standing

9161218 lnkin 1130 4R% -
Commltmes o o ) AL S
4
showing 1 to 1 of 1 entries Show| 19 | entries Exeel | POF | Print ProyiGus - Mext
2. perform meeting  search as described in step 2 of Viewing

Council Meeting  on page 32
3. Inthe Council Meeting Search Result section ,entera message in

the Message column andclick  Send Sms to send SMS and

Emails to all the members related to a meeting

The system displays a message: “SMS and Email Sent Successfully to
All Committee Members”

Attendance

Attendance feature enables recording of attendance of all members who attend a
council meeting.

Entering Attendance

To create a MOM, perform the following steps.
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1. Open Create Council MOM screen, using the following navigation

Left Panel > Applications > Council Management > Transactions > Enter

Attendance

Meeting Attendance Search page appears, as shown in Figure 6.

Figure 30 Meeting Attendance Search

Meeting Attendance Search

Search Meeting

Maeting Type Splact v Meating Numiber

Ta Date

o [ R

From Date

Meeting Attendance Search Result

BT 16 Standing o o o SPPROVED T T
Commiries
20161215 WP Ciciri] i 1 ' naai Vish v
FINALSED
Show | 1o v entries PLF| Excel Print Previous - et

showing 1 to 2 of 2 entries

2. ldentify a meeting and select Edit from the Action options.

Update Attendance screen appears, as shown in Figure 31.
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Figure 31 Update Attendance

Update Attendance 9

Counctl Committes Members Altendanoe

(=] Jdazanthy EleccanWand Mo, 1 r ESE Cangress

) Bost-Graduaton ¥SR-Conpress

Moe -

¢ Arrerded Mot detended

Update | Finalize Attendance NS0

3. Select the checkbox to mark the attendance against a

member.

You can select the option Attended or Not Attended to show how many
members attended or not-attended respectively.

4. Click update to update the attendance list. You can click Finalize

Attendance to finalize attendance.

The system does not allow you to update attendance once you finalize
attendance.

Minutes of the Meeting(MOM)

The proceedings of the council meeting are recorded in minutes of the meeting
(MOM). These minutes contain the details of the discussions and the decision taken

on each agenda item. The decisions taken are called the resolutions of the meeting.

In the meeting, the members can take decisions that are not in the agenda. The

system enables the council to such decisions as sumoto resolutions.
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Minutes of the meeting are can be recorded only after entering the attendance of

the meeting.

Figure 32 Minutes of Meeting

Meeting Reso lution

e i

Sumoto
Resolution

Creating MOM

To create a MOM, perform the following steps.

1. Open Create Council MOM screen, using the following navigation
Left Panel > Applications > Council Management >

Transactions > Council MOM > Create Council MOM

Result Council Agenda screen appears, as shown in Figure 33.
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Figure 33 Meeting Search for Creating MOM

Result Council Agenda

Sedrch Mestipe

Wesating Type Select . Masating
Mumber
Fram Date [ Ta Date

Council Meeting Search Result

SEnding JFET 7008 L downing straat 01.30F E Create MGM

Committsade

Showing 10 1 of 1 entries  Show| 10 v |Entres Excel PODF Pririt Praviaus - Plext

3. Perform meeting  search as described in in step 2 of Viewing

Council Meeting  on page 32
3. Identify a meeting from the Council Meeting Search Result

section, and click Create MOM.

Create MOM screen appears, as shown in Figure 34.

Figure 34 Create MOM
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Create MOM 9

CREATE MOM ATTENDANCE DETAILS

Council Meeting

Meeting Type Standing Committeede Meeting Number 1/12/2016
Meeting Date 09/01/2017 Meeting Place lokijh
Meeting Time 11.30 AM

Agenda Items

The length of the companies collection is : 1

Department Gist Of Preamble Agenda | Preamble | Resolution Action
Number | Number | comments Taken

1 ENGINEERING drainage 1 1-12- N N
2016-17 4
A

Add Sumoto Resolution Resolution PDF Close

4. Inthe Agendaltems section, enter the Resolution comments.

Also, select a status from the Status |[jst.
If required, click ~ Add Sumoto Resolution to add sumoto

resolutions to the MOM
Sumoto section appears, as shown in Figure 35.

Figure 35 Sumoto Resolution
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drainage

Sumota Resalution

Bepartnent GISTOf SO ArnieuniiRs.) Resolution comments
Rosolotion:
ACCOUNTS L repair bridge’ 7 400000 withing # APERL v
} waek | ;
S it
Select 4 . . Select ¥
# i
17 At
Update Resolution PDF Clase
6.

To create a pdf copy of the meeting resolution, click

Resolution PDF. The pdf is created as shown in Figure 36.

Figure 36 Resolution PDF

€9

- P rEr e
T d e

Meeting Number :

Comittee Type :

Viewing MOM

To view MOM

Training Kurnool Municipal
waparsion,
11212016

Standing Committeede

Meeting Date/Time/lace: 09/01/2017 11.30 AM lokijh

Item Number.1 of Agenda No.1

Resolution No. 09/01/2017-4 Dt: 2017-01-09

The resolutions was passed unanimously

‘APPROVED'
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1. Open Council Meeting screen, using the following navigation.

Left Panel > Applications > Council Management > Transactions >
Council MOM > View Council MOM

Council Meeting screen appears, as shown in Figure 37.
Figure 37 View MOM

Council Meeting

Search MOM
Meeting Type Select v Meeting
Number
From Date To Date

Council MOM Search Result

_-_-

AP1. Council 2016-12-15 Kurnool Coun 11.00 AM
Panel Committee 4o /z2017 20170 abcedf 11.30 AM
howing 1 to 4 of 4 entries Show 10 v | entries Previous - Next

3. Click Search to get list of minutes. You can enter appropriate

fields in Search MOM section to filter the search result.

Council MOM Search Result section appears as shown in Figure
37.

3. Click View in Action column to view an MOM.

View Meeting screen appears, as shown in Figure 26.

Update MOM
To Update MOM

1. Open Council Meeting screen, using the following navigation.
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Left Panel > Applications > Council Management >
Transactions > Council MOM > Update Council MOM

Council Meeting screen appears, as shown in Figure 38Figure
37.

Figure 38 Update MOM

Council Meeting

Search MOM

Mesting Type Solock . Meaeting
Miumber
From: Date To Date

Council MOM Search Result

MPL Eouimal H2ZE ZHETZA5 Kook Goanal Haill 1 1.0 AN
Fartel Committes AT ZIATO 18 ELtaa g 17,30 AN
hewing 1todof 4 entries  3NOW | 10 v | entries Previous Next

2. Click Search to get list of minutes. You can enter appropriate fields in
Search MOM section to filter the search result.

Council MOM Search Result section appears as shown in Figure
38.

3. Click Edit in Action column to edit a MOM.

Create MOM screen appears, as shown in Figure 34.

4. Make the necessary changes and click Update to update the MOM.
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Council Member

Creating New Council Member

To create a new council member, perform the following steps.

1. Open Create New Council Member screen, using the following navigation

Left Panel > Applications > Council Management > Masters

> Council Member > Create Council Member

Create New Council Member screen appears, as shown in Figure
39.

Fiaure 39 Create Member

Eiecticn Salact - Besignation Solar -
Wara o
Educaticn Select - Casbe Saject -

Cualification

#

Marma:=

Mobife
Mumier

Email ™

Eisction
Brate™

Barity

erriliation

Sender®
e Mumiier Birth Bate ™

Achkdress &

Drate af
taking ODath
*

Tt - PEhoto

i
o

Choose File | Mo file chosen
Liplood mlee sfwoaudd e

excoed X NMEB

3- Select the Election Ward, Election Date, Date of taking Oath,

Party Affiliation.
Enter personal detalil

s and upload photo

Maximum size of the photo uploaded cannot exceed 2 MB.
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4. Click Create to create a new council member.

Search Council Member

To search council member

1. Open Search Council Member screen, using the following navigation.

Left Panel > Applications > Council Management > Masters > Council
Member > View Council Member

Search Council Member screen appears, as shown in Figure 40.

Figure 40 Search Council Member

Search Council Member

S P e toaeie | IIE TR S
i Council Membet

L
i
]

Election Ward Salact v Designation Celact =

Party affiliation Select * Mame

2. Select the appropriate field values and click Search.

Council Member Search Result section appears, as shown in

Figure 41.
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Figure 41 Member Search Result

Council Member Search Result

Election Ward No. 1 Ward Member Congress vasanth
Mayor YSR Congress Saketh Ram
Showing 1 to 2 of 2 entries Show 10 v entries Excel | PDF | Print Previous Next

3. Click View in Action column to view member details.
View Council Member screen appears, as shown in Figure

42.

Figure 42 View Council Member

View Council Member

Council Mermber
Electiori Ward Desighation Mayor
Education Qualificaticn Post-Graduation Casie BC
Party Affiliation ¥SR Congress Gender MALE
Birth Date 05/05/1988 Election Diate 0&/09/2016
Date of taking Dath 02/12/2016 Mabile Mumber 0966436667
Emial| saketh.rami@egovern Mame Saketh Ram
ments.org

Ldidress Mahadevapura Phota

Mo Photo Attachrment Found

Clase

Updating Council Member
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To update council member

1. Open Search Council Member screen, using the following navigation.

Left Panel > Applications > Council Management > Masters > Council

Member > Update Council Member

Search Council Member screen appears, as shown in Figure 40.

2. Select the appropriate field values and click Search.

Council Member Search Result screen appears, as shown in Figure 43.
Figure 43 Member Search Result - Update

Council Member Search Result

Blecizan Ward Mo, 1 ‘Ward M=mber Cohgress aaEanth G Eaw
T ayor ¥ER Congress Ezwetnfam G Edit
Showing 1 ko 2 of 2 entries Shaw 18 v | enirigs Excel | PDF | Print Previous MExt

3. Click Edit in Action column.

Edit Council Member screen appears, as shown in Figure 44.
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Elzction
Vard
Educatian
Fuatification

w

Mame ™

hiokile
Mumzer ™

Ermnail *

Election
Dafe =

Party
Affiliation *

Council Router

Figure 44 Edit Council Member

Caoundl Meambes

Edit Council Member

Select ¥

Post-Graduativ:

Sakethl Ram

SOEGA356ET

s@kethrarmi@esom

OEO9/2005

Y5RCongress

member details.

Ld

Designation
i

Casta™®

Gender ¥
Birth Date ¥

Addrass 4

Diate of
iaking Dath
@

Photo

4. Make necessary changes and click

> Council Router > Create Council Router

Mayo =

BC ¥

MIALE r
05051988

Mabadavapura

22018

| Choose File | No file choser

Update to update the

To create a new council member, perform the following steps.

1. Open Create council router screen, using the following navigation

Left Panel > Applications > Council Management > Masters

Page | 53




- 29

Create New Council Router screen appears

ouncil Router

Department * Selgct
Preambile Types * Setert %
Fosition * select )

Select the department, preamble, Position drop down to create the council router.

Update Council Router

To update council router perform the following steps.

1. Open Update council router screen, using the following navigation

Left Panel > Applications > Council Management > Masters

> Council Router > Update Council Router

Update council router screen appears.

Department TOWVH PLANMING "
Preamble Types WORKS =
Fosition TP_City Planner_1 1

juncil Router Search Result

e e

TOWH FLANNING WORKS
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Click on the council router in search result and update the council router.

Edit Council Router

Department™ | ToWN PLANNING v
|
Preambils Types * WORKS 7
FESHIONS TP.City Planner_1 2

Updale Cloae

View Council Router

To View council router perform the following steps.

1. Open View council router screen, using the following navigation

Left Panel > Applications > Council Management > Masters

> Council Router >View Council Router

Update council router screen appears.

Departmnent Selsct v
Preamble Types Select v
Fosition Select v

Search Ciose
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Committee Type

View Committee Type

To View Committee type perform the following steps.

1. Open View council router screen, using the following navigation

Left Panel > Applications > Council Management > Masters

> Committee Type >View Committee Type

View Committee type screen appears

Update Committee Type

To update the committee type perform the following steps

1. Open update committee type screen by using the following navigation

Left Panel > Applications > Council Management > Masters

> Committee Type >Update Committee Type

To update the committee type screen appears.
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Mame IS ArTive

m Elose

Select the council committee type from drop down and click on search button.

Name MPL Coundll Isacuve

Council Committee Type Search Result

Previous - Mext

Showing 1 to 1 of 1 entnes Show | 10 * Entries

Buwersd by sGeserenents Foundation

By clicking on EDIT, button new window appears.

Update Committee Type And Members

Council Conwmittes

Name™ A8, Counal macive® @

Coundl Commitiee Members

ECTIVE
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Sequence Number Entry

Sequence number entry is to update sequence of the Preamble, agenda, resolution, meeting number

To update the committee type perform the following steps

1. Open Update Sequence Number Entry screen by using the following navigation

Left Panel > Applications > Council Management > Masters

> Sequence Number entry >Update Sequence Number Entry

To update sequence number entry type screen appears.

i) Manual sequence numbers entry

EMTER RETILIRED WALLIES

Preamble Number (seg ne.) Preamble Nurnber [seg nio.)

Agenda Mumber (seg ne.) 3 AmeEnda Kamber (s8q rio)
Resolution Number (seg no.) 1 Reselutlon hurnber [seg nio.)
Meeting Mumiber (58 no,) 1 Mesting Mumbrer [s8g ro.y

#Hote * systern will generate from the number entered Please double confirrn ance you enter all the sequence numbers to be generated going forward.

Update Close

Enter the last used values and enter the sequence-required values.
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Reports.

To view the reports option

1. Click on the reports pane, A Report pan appears as mentioned below.

Reports

# Attendance Report
w Ward wise Preamble Report

% Meeting Details Repart

Attendance Report

To generate the attendance Report go through the following navigation.

Left Panel > Applications > Council Management > Reports >Attendance Report

An Attendance Report page appears as shown below.

X ' Search Council Meeting To Capture Attendance

Meeung Type Selert v Meeting Number
FronyDate o Date

Lommittes type “eiart
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Report can generate for any or all of the following.

1) Meeting Type (Drop Down)
2) Meeting Number

3) From date

4) To date

5) Committee Type(Drop Down)

Attendance report gives the following details.

1) Meeting Date

2) Meeting Type

3) Total committee Members
4) No of Members present
5) No of Members absent

6) Status

After selecting the required parameters and click on search to generate the report

Report will look like this.

@ Search Council Meeting To Capture Attendance

Weeting Type Salect - Mesting Mumber
From Diate To Date
Committes type Sefar

Meeting Attendance Search Result

MON CREATED

7058 vt i EL: = ¥ Kt CREATED
SHITAEIS Grdirary Meetng E E 5 WOk CREATED Gelect S Axlque ¥

ars rRRETER Zata e

Action column drop down clicking on view button user can view the attended committee member’s
details.

Ward wise preamble report

To generate the ward wise preamble report go through the following the navigation:
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Left Panel > Applications > Council Management> Reports > Ward Wise

Preamble Report.

Ward wise preamble report page appear as shown below.

@ Council Preamble Wardwise Report

Diepartimient Sefect v Preamble Number

Trom Date To Date

ward

Report can be generated if any or following.

1) Department

2) Preamble Number
3) From Date

4) To Date

5) Ward Number

Ward wise preamble Report gives the following details.

1) Sno

2) Ward

3) Department

4) Preamble Type

5) Gist of Preamble

6) Date of creation

7) Usedin agenda(Y/N)
8) Meeting date

9) Meeting Type

10) Status

After selecting the required parameters and clicking on the search button.

Report will look like this
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Coundl Preamble Wardwise Report

search Pream

Department calect Freamtle Mumber

From Date Ta Date

ward

Hor Ward N
1 ard Mo

tion Ward Ma, 11

Election Ward Na, 12 »

Council Preamble Wardwise Report

o

GENERAL Bonu Bzol @Ok AFURDE Lro - deodsng
i 2 15 Mo i o Ao

ERGHNESRING

Meeting Details Report

To generate the ward wise preamble report go through the following the navigation:

Left Panel > Applications > Council Management> Reports > Ward Wise

Preamble Report.

Meeting details report page appears as show below.

@ Council Meeting Details Report
.

Meeting Type Select Meating Mumber

From Data To Bate

Cbaal  Close

Report can be generate by selecting the following fields or any.

Page | 62




- 29

1) Meeting Type (Drop down)
2) Meeting Number

3) Fro Date

4) To Date

Meeting detail report gives the following details.

1) SNo

2) Meeting Type

3) Meeting Number

4) Meeting Date

5) Meeting Place

6) Meeting Time

7) Total preambles

8) Approved Preambles
9) Adjourned Preambles
10) Rejected Preambles
11) Total Members

12) No Of Present

13) No of Absent

After selecting, the required parameters clicking on search button the report will look as shown in below

£,
@ Council Meeting Details Report
o

Mesting Type Sefact v Meeting fumber

Fram Date To Date

m Resel Close

Council Meeting Details Report
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A M
agenda, 4, 8, 24, 25, 26, 27, 28, 29, 30, 43 attendance, meeting, 8, 24, 25, 31, 32, 33, 34, 35, 36, 37, 38, 39, 40,
40,42, 43 41,43, 44,46 MOM, 3, 4, 8, 40, 43, 44, 45, 47, 48, 49
C P
Council Clerk, 8 preamble, 8, 10, 12, 13, 14, 15, 16, 17, 18, 20, 22, 23, 25
Council Management, 3,4, 6, 7,11, 15, 19, Preamble Approver, 8
24, 26, 29, 31, 34, 37, 38, 40, 44, 47, 48, Preamble Creator, 8
50, 52, 53 council member,
50, 51, 53 R

resolution, 36, 46

invitation, 31, 33

INndex

Roles Involved, 7
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