Paperless Board Meeting Solution
Board Member Training



Overview

e Using an iPad

e Using NovusAgenda



Using an iPad

Basic Use

— Getting Started: Power and Passcode
— Navigation

Basic Features

Change Passcode

Applications

Usage Tips

Problems & Troubleshooting



Basic Use - Power  power

Qutton

 Press and hold the
Power button on the
top right edge

 Release when Apple
Logo appears

* This will take you to the
Passcode log in screen

MMMMM



Basic Use: Log In with Passcode




Navigation

“Multi-touch Interface”
Tap

Pinch

— Two-Finger

— Four-Finger

Swipe



Basic Features

_~~Power

— Mute
Volume

Dock

/ — Home

Power Plug In



Change Passcode

1. Tap Settings lcon 2. Tap Passcode Lock

Settings General

ﬁ Airplane Mode ‘:{f OFF

= About >
ol WiFi Falcon3 o
- Software Update >
Misc Apps. u Bluetooth On
= = Usage >
DoNotDisturb (| OFF
Notifications VPN Not Connected >
Contacts es
| Sound
K2J souncs Spotlight Search >

pro—. : f fd Brightness & Wallpaper
y @ Picture Frame

— Privacy

&3 iCloud

Cl 15 Minutes >

Passcode Lock

Automatically lock and unlock your iPad when you

E‘ Mail, Contacts, Calendars close and open the iPad cover.
—
Notes Restrictions On >
Reminders - ~
Use Side Switch to:
£ Messages Lock Rotation
=
(L] Maps Mute v
kA4 Satari Rotation Lock is available in the multitasking bar.
@ b i Multitasking Gestures ﬂ
pr— i Music Use four or five fingers to:
- Pinch to the Home Screen
@ q Videos * Swipe up to reveal multitasking bar

+ Swipe left or right between apps

GoodReader LEOFF 2 Home "#_ Photos & Camera



Change Passcode

3. Enter your passcode

SHLED General
u Airplane Mode ) OFF
About S
ki wi-Fi Falcond o8
>
u Bluetooth on Software Update
= Usage s
DoNotDisturb (| OFF
(6] Notifications Not Connected >

Enter Passcode  cancel

Sounds Enter your passcode

L

Brightness & Wallp

15 Minutes »

Picture Frame
On >

8K your iPad when you
fiPad cover.

Privacy

iCloud

Mail, Contacts, Calel

Notes on »
Reminders
Messages

e -

L ey Mute v
|4 satari Rotation Lock is available in the multitasking bar.
l""‘ iTunes & App Stores Multitasking Gestures m g
* Music Use four or five fingers to:

- Pinch to the Home Screen
‘Q Videos

* Swipe up to reveal multitasking bar
+ Swipe left or right between apps

i Photos & Camera

i Photos & Camera

4. Tap Change Passco

Settings
u Airplane Mode Y oFF
k= Wi-Fi Falcon3
u Bluetooth On
DoNotDisturb [ | OFF

[&J notifications

W Sounds

Brightness & Wallpaper
Picture Frame

Privacy

iCloud

Mail, Contacts, Calendars
Notes

Reminders

Messages

= Maps
4 Safari
|ie7} iTunes & App Stores
*. Music
‘Q Videos

Passcode Lock

urn Passcode Off

Change Passcode

Require PaSstou
Simple Passcode ON
A simple passcode is a 4 digit number.

Allow Access When Locked:

Picture Frame M )

Erase Data OFF

Erase all data on this iPad
after 10 failed passcode attempts.

Data protection is enabled.
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5. Enter

your old Passcode 6. Enter a new Passcode

Change Passcode

Settings

u Airplane Mode
k= Wi-Fi

u Bluetooth

Do Not Disturb
[&J notifications
@ General
Sounds

Brightness & Wallp

Picture Frame
Privacy
iCloud

Mail, Contacts, Cale
Notes
Reminders

Messages

= Maps

4 Safari

|ie7} iTunes & App Stores
& Music
‘Q Videos

i Photos & Camera

Falcon3

On

Require Passcode

Simp

Change Passcode  cancel

Passcode Lock

Turn Passcode Off

Change Passcode

Immediately »

le Passcode ON

4 digit number.

Enter your old passcode

|

|

TE

ceE

10 %

=

k=i
"
g

.. Photos & Camera

Settings Passcode Lock
Airplane Mode Y orF
Wi-Fi Ealcans Turn Passcode Off
Bluatooth on Change Passcode
Do Not Disturb  oFF Require Passcode Immediately >
Notifications Simple Passcode " m .

Change Passcode  cancel [ ISIS—_S

General

Sounds Enter your new passcode

Brightness & Wallpa ] I

Picture Frame

Privacy this iPad
Bde attempts.
iCloud 8 enabled.

Mail, Contacts, Calel

MNO
Notes 9
Reminders

a
Messages
Maps
Safari

iTunes & App Stores
Music

Videos




/. Re-enter your new
Passcode

Settings

Change Passcode

8. Passcode is changed;
Press Home Button

Passcode Lock

ﬁ Airplane Mode

il wiFi

|4 Bluetooth
Do Not Disturb
Ej General

w Sounds

§ Brightness & Wallp

Notifications

@ Picture Frame
4 Privacy
& iCloud

|1 Mail, Contacts, Cale
== Notes

Reminders

k=)
B Music
ﬁ Videos

#. Photos & Camera

iTunes & App Stores

(7) oFF

Falcon3

Re-enter your new passcode

Turn Passcode Off

Misc Apps

Change Passcode

Require Passcode

Immediately »

ax

4 digit number.

Change Passcode

Cancel
Gontacts

] B = o

Twitter Maps Calendar

GoodReader LEOFF 2 Homle
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Multi-Task Bar

e Swipe up from the
bottom with 4 fingers to

access or double-press
HOME

e Swipe down with 4
fingers to close OR
press HOME
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Key Applications

e NovusAgenda
— Meetings

e GoodReader

— Documents

e LEOFF 2 Home
— Website
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Key Applications - GoodReader

My Documents Bl | >  Preview

omesie—" |2 rndies e Store and access

0 (no backing up to iTunes or iCloud)

> Manage Files

**  Board Operating Policies_061913.pdf
Jul 5,2013, 10:21 AM sks | ¥ Web Downloads O C u l I l e nts
Travel Dos and Donts.pdf SCALS D |
Jul 5, 2013, 11:40 AM 500 KB O Browse the Web
Travel Expense Record_Blank.pdf
Jul 5, 2013, 11:40 AM 97 KB 0 Enter URL
= — Board Meetings Calendar 2013.pdf " o ))
S— ' e “Sync” to get updates
wu:  Pre-Approved Trustee Education List.pdf
T Juis 2013, 11:43 AM 233 KB 2:2:5; LEOFF2 “ﬁ.
2011LAVR.pdf - LEOFF_trifold.pdf
Jul 22, 2013, 8:15 AM 1.6 MB 2::::; LEOFF2 ﬂﬁ
=== DualResp_Feb2013 FINAL.pdf - DualResp_Feb2013__FINAL.pdf
T=" | jui22, 2013, 8:15 AM 428 KB 2::::: LEOFF2 “ [l
~  LEOFF _trifold.pdf i~ Travel Dos and Donts.pdf
i Jul 22, 2013, 8:15 AM 734 KB 2:::::: LEOFF2 “-i
—— Board & Staff Positions.pdf '~ Pre-Approved Trustee Education List.pdf
T ui22, 201, 8:16 AM 116 KB 2:::::; LEOFF2 “ﬁ.
==~ LEOFF Plan 2 Demographics Handout.pdf |/~ Board & Staff Positions.pdf
_—— Dropbox: LEOFF 2
Jul 22, 2013, 8:16 AM MKB |
Finished

Travel Expense Record_Blank - annotated.pdf | - Travel Expense Record_Blank.pdf

Dropbox: LEOFF 2
Finished

i
4

Today, 2:53 AM 99 KB

= LEOFF Plan 2 Demographics Handout.pdf

Dropbox: LEOFF 2
Finished

i
4

o -y " Paiza: DOAOAD n AL

> Connect to Servers

&R = & 2 &




e Safari

e Contacts

e Calendar

Other Applications
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Usage Tips

Force an App to Close
Mute Volume

Hard Boot

Removing Apps
Moving Apps



Problems & Troubleshooting

e Contact Staff
e Send device to Staff
 Leave device with Staff



iPad Device




Using NovusAgenda

Logging into the System
Find Meetings and Review Materials
Make Notes on Items

During a meeting

— Following

— Researching Previous Meeting
— Voting

After a Meeting



Launch NovusAgenda

e Tap on the
NovusAgenda icon
located on the Dock

e This will take you to the
NovusAgenda log in
screen.
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Logging In

 Enterin your username
and password then tap
the login button or the
Go button the
keyboard.

* This will take you to the
Home screen.




Home Screen

Welcome, Tim Valencia

Meeting Date
7/24/2013

Title

Meeting Type

Board Meeting

No records to display.

Agenda PDF Minutes PDF
o
Dat Location

* Information about
Upcoming Meetings
that have been released
to the system will
appear automatically.

* You can also search for
past meetings.



Find Meetings

 Tap the SEARCH button

S at top of Home page

&8 Upcol

Meeting Date Meeting Type w::;it?c?n Agenda PDF Minutes PDF
7/24/2013 Board Meeting
L] L]
e Th Il tak to th
IS WIII take yOouU 10 the
Title Commen t Meeting Type Date Location

No records to display.

Search screen
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Find Meetings — Search Screen

* Enter your search
criteria

e Tap the Search

I T mm button inside of
the Meeting

Meetings From: To:

Within: 6 Month Span - = = S h B

Meeting Type: - e a rC OX
Category: = .

* Meetings that

meet the search
parameters will

appear.



Find Meetings — Completed Search

Welcome, Tim Valencia m

Change Password

vdeeling searn

Meetings From: To:
Within: & Month Span -

Meeting Type: v
Category: h

Containing |
Text:

Search & | Clear X

| Meetings | Items | Comments |
Meeting Date Meeting Type Pll_ﬂ::;!c?c?n Agenda PDF Minutes PDF
7124/2013 ~ Board FoF 18
Meeting
712312013 Efa”?’ PoF 8
eeting
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Review Meeting

lencia

 seanc ]
Meetings F
Within:
Meeting Type:
Category:
Containing —
Text: '

Meetings | Rems | Comments

T/24/2013

T123/2013

eeting

Agenda PDF Minutes PDF

e Click on a meeting
date/type to go to the
“Board View” for that
meeting, OR

e Click on Agenda PDF for

a meeting to see the
Agenda and meeting
materials in a single
document



Review Meeting — Board View

MEETING: 7/24/2013 9:30 AM ~
Scheduled

COVERSHEET | COMMENTS ' AGENDA '\ MINUTES & Tim Valencia 5 | Home - Loaout

Roll Call

Approval of June 19, 2013 ...
Paperless Board Meating Tr ...
DRS Administrative Update
CEM Benchmarking Results
October Meeting Update
Background on Economic Exp ...
Annual Board Member Traini ...

el el bl (e b ] [

Orientation Manual
10. Agenda Items for Future M ...
11, test this is my new item
12. Notes Page for Trustees
12, Administrative Update
* SCPP Update
* Dutreach Activities
* Ombudsman Update
Board Version 1.0.0

MEETING: 7/24/2013 9:30 AM ~
Scheduled

COVERSHEET | COMMENTS |\ AGENDA ' MINUTES ;Tlm Valencia | i : Home @ L
S Plan 2 Ret oard
2. Approval of June 19, 2013 ...
3. Paperless Board Meeting Tr ...
4. DRS Administrative Update P -
Tt DRS Administrative Update
6. October Meeting Update
7. Background on Economic Exp ... Report Type:
8. Annual Board Member Traini ... B
©. Orientation Manual Strategic Partner Report
10. Agenda Items for Future M ...
11. test this is my new item Date Presented:
12. Notes Page for Trustees 7/24/2013
13, Administrative Update
* SCPP Update Presenter Name and Title:
® Outreach Activities Marcie Frost, Director - Department of Retirement Systems
& Ombudsman Update
Board Version 1.0.0 Summary:

The director of the Department of Retirement Systems (DRS) will provide an
administrative update of DRS activities during the last year

Strategic Linkage:
This item supports the following 2011-2015 Priority Goals: Goal 2 - Provide th

stakeholders with a voice in plan governance; Goal 3 - Maintain the financial
integrity of the plan; Goal 4 - Inform the stakeholders

ATTACHMENTS:
Name: Description: Type
DT34133 DRS Administative Updarepaf] DS Administratve Updste Cover Memo

e Tap on anitemin the
left navigation bar to
review

A Coversheet will
appear where you can
review applicable
summary information
and attachments such
as Reports and
Presentations

27



Review Meeting - Making Notes

MEETING: 7/24/2013 9:30 AM -~
Scheduled

 COVERSHEET

COMMENTS ' AGENDA '\ MINUTES & Tim Valencia © 4 | Home | Logout

1. Roll Call

2. Approval of June 19, 2013
2. Paperless Board Meeting Tr
4. DRS Administrative Update
5. CEM Benchmarking Results
6. October Meeting Update

7. Background on Economic Exp .
8. Annual Board Member Trai
9. Orientation Manual

10. Agenda Items for Future M ...
11. test this is my new item

12. Notes Page for Trustees
12, Administrative Update

* SCPP Update

* Outreach Activities

# Ombudsman Update

Board Version 1.0.0

Item: DRS Administrative Update

(B2 =

Last Updated:

MEETING: 7/24/2013 9:30 AM ~
Scheduled

NHEET 1 COMMENTS | AGENDA ', MINUTES

Tim Valencia 4 | Home : Logout|

1. Roll call

2. Approval of June 19, 201

3. Paperless Board Meetin,

4. DRS Administrative Uy

5. CEM Benchmarking Resu

6. October Meeting Update

7. Background on Economic ExWy

8. Annual Board Member Traini ..

9. Orientation Manual

10. Agenda Items for Future M ...

11. test thi

12. Notes Page for Trustees
12, Administrative Update

* SCPP Update

® Outreach Activities

* Ombudsman Update

Board Version 1.0.0

is my new item

I : DRS Administrative Update

Conlnent saved successfullk

B uss3=s

| varll to make a comment aboul this item during the NovusAgenda training. |

Last Updated: 7/24/2013

* Tap on Comments ta
to go to the Item
Comment Box.

e Typein
notes/comments for
self and Save.

e A Comment bubble icon

will appear next to the
item.
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During a Meeting — Following Along

Login to NovusAgenda
and open meeting in
Board View.

Request
.10 SPEAK

Once the meeting is
started, the Agenda
ltem currently being
discussed will be
highlighted on the left
navigation bar.
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During a Meeting - Research

e You can use the

|
N Research tool to look up
g 0 previous meetings and
i materials during the

current meeting.

 The Research tool is
located in the upper
right of the Board View
screen and looks like a
magnifying glass.

30



During a Meeting - Voting

m X AGAINST | (© ABSTAIN

Request
.!o SPEAK

VOTE

oot m X AGAINST | ( ABSTAIN

INDA

Y MINUTES

a0

VOTE

avid Cline

Voting buttons will
appear on your screen
after a motion and a vote
is called/opened.

Tap on your selection —
For/Against/Abstain.

You will be asked to
Confirm or Cancel your
vote (then re-vote).

Audience will be able to
see live voting results.
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During a Meeting - Voting

e After voting, you will see

MEETING: 7/24/2013 9:30 AM your vote status in the
upper left corner above
Motion to approve the navigation bar.

— Green icon = “For”
1. Roll Call — Red icon = “Against”
2. Approval of June 19, 20132 ...
— Black icon = “Abstained”
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After a Meeting

e Past meetings can be accessed through
NovusAgenda for review 24/7

— Starting with the June 19, 2013 meeting

 Draft minutes will be accessible

— Within a short time frame after the Board Meeting
is completed

— Minutes not “officia
next meeting

|II

until action is taken at the



NovusAgenda
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