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▸ At the end of this presentation, we will have a Question-and-

Answer segment

▸ Please use the Q&A feature of Zoom to type your questions. This 

is located on the ribbon below the speaker

▸ Your questions will be answered in the Q&A panel

▸ All attendees will receive a link to the recording of this webinar

Q&A



 
Agenda

I. Customizing Meeting Types

II. Setting up Meeting Templates

III. Building an agenda using a Template

IV. Publishing an Agenda

V. Recording Attendance, Minutes and Votes

VI. Publishing and Printing Minutes

Getting the Most Out of the 

GAMUT Meetings Module



 

 

▸ Customize features of each 

meeting type

Meeting Types
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▸ When creating additional meeting types, permissions 

will need to be set for users for that meeting type. You 

can set these permission in each user’s account. 



 

 

▸  You can use the Permissions icon to get an overview of what access 

all users have for that meeting type. You can make changes to user 

permission here and click Save & Close.



 

 

▸  Arrange how Voting Members will 

appear in attendance of Minutes

▸ Choose how to display absentees

▸ Ability to change title ‘Voting Members’ 

to alternative such as ‘Board Members’

▸ Add non-voting members to the 

minute's attendance

▸ You can change the title “Non-

Voting Members” to an 

alternative such as “Other 

Attendees”



 

 

▸ Choose the voting 

ballot display 

▸  Create signature lines for 

the signers of your 

minutes



 

 

▸  Create Workflow Templates for Contributors to use when 

submitting agenda items.



 

 

▸ Name the Template (By item, 

department or person)

▸ Select the steps of the workflow 

(Step one can be the second person 

in the workflow as the item 

originator will be step one)

▸ Save & Close

▸ When a Contributor 

submits an item, 

they can select a 

workflow template



 

 

▸  Upload your logo to 

the Meeting Type

▸ You can use Paint to resize 

dimensions

▸ The logo will appear 

on the agenda Print



 

 

▸  Set the order that fields appear in a meeting type 

▸ Using the side arrows, put 

the frequently used fields 

toward the top of the list, 

and the least used will fall to 

the bottom

▸ Changes reflected on past 

present and future 

agendas

▸ Provides consistency 

across that meeting type



 

 

▸  Set the supplemental default 

message you can include on the 

Published Meeting Notification



 

 

▸ Create templates for multiple meeting types

Meeting Templates



 

 

▸  Add static information into the Meeting Template Setup area such as- title, time, 

location, header information, item level and Footer information



 

 

▸ Build static 

agenda items 

and content into 

the template 

▸ Build static 

Minutes into 

the template



 

 

Building an Agenda



 

 



 

 

▸ Adding Items

▸ Adding Fields & where to customize Field Labels

▸ Adding Content: Ctrl+Shft+V to paste information

▸ Limited View on a Closed Session item

▸ Move items within a meeting and to a different meeting

▸ Copy Items in a meeting or to different meeting

▸ Adding a copied item from a locked agenda

▸ Deleting/ Restoring an item

▸ Policies Field

▸ Meeting Minutes Field

▸ Save Meeting as a Template

▸ Goals Field & where you can set up Goals



 

 

Goals Field



 

 

▸ Track The number of agenda items each 

goal is connected to

Goals Alignment



 

 

▸ fgh

Setting Up Goals



 

 

▸ Set the goal title (this will 

show on the Goals Field on 

the agenda)

▸ Set the Goal Description 

(this is viewable in the 

Goals menu area)

▸ Set the Sequence

▸ Set the Visibility level

▸ Public/ Limited/ 

Private/ Inactive

▸ Save and Close



 

 

Publishing an Agenda

▸ Publish the agenda to public and authorized users

▸ Be sure to mark all items Ready for Meeting or they 

will remail in draft and not be viewable by the public

▸ Only use Limited View or Public View



 

 



 

 

Email Notification for Published Agendas



 

 

▸ With the Communications Module, Admins can enable 

Notification Subscription for the Meetings Module for 

Agendas and Minutes

▸ Admins can view and manage the who is subscribed

Meetings Module & Communications Module Integration



 

 

▸ The public and site users can subscribe to notifications



 

 

Print Agenda Options: Print Agenda Outline



 

 

Print Meeting Packet with 

Supporting Materials



 

 



 

 

▸ Admins can lock a published agenda from further edits

▸ Meeting Minutes can also be locked

Lock Published Agenda



 

 

Taking Attendance



 

 



 

 

Listed by Member:

Unanimous:

Recording Minutes & Votes



 

 

▸ You can share Voting Results to logged in Board Members and to a 

Display Account for the public to view during the Board Meeting 

▸ The Display Account will need only two permissions- Access This 

Type and Administer Minutes and be projected during the meeting



 

 

Meeting Admin screen:

Display User screen:

• After recording the 

vote, the Meeting 

Admin will click 

the ‘Share 

Results’ button

• The Display 

User will get a 

pop up on their 

screen with the 

voting result

• Click ‘Close 

Pop up’ when 

finished



 

 

▸ Add supporting documents directly into the minutes



 

 

▸ The 

Publishing Minutes after Board Approval



 

 

Printing Minutes



 

 

▸ When your print is ready, you will see a notification in 

the bell icon where you can click to view your print

Printing Minutes: Signature Lines



 

 

Printing Minutes: Supporting Documents



Get Support:

Reach the GAMUT Team:

gamut@csba.org

916-669-4686

Sales Inquiries:

Shania Estrada,

Program Coordinator

Sestrada@csba.org 

mailto:gamut@csba.org
mailto:Sestrada@csba.org
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