Instructions for Accessing Agendas in the Agenda & Minutes Public
Portal

The public portal is accessible via the following link:
https://dubugueia.portal.civicclerk.com/

In the portal, locate the date of the City Council meeting you would like to view. The portal is set up
where each City Council meeting is an event, with a meeting agenda published to each event.

Events with a megaphone and download icon in the bottom right corner indicate that an agenda has
been published. Hovering over the megaphone icon shows the date and time that the agenda was
published. The download icon provides the options to download either the agenda or agenda packet.
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Clicking on the event will take you to the meeting files page, where you can view the agenda and
agenda packet.
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https://dubuqueia.portal.civicclerk.com/

The top bar provides the following features:
e Ability to move between pages.
e Ability to zoom in and out of the current view.
e Annotation tools that allow users to add text and draw on documents, which will save when
you print or download the page.
e Print and download options.
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Within the Agenda Packet, you can click on an agenda item attachment to you view that specific
attachment. You can download any attachment using the download button to the right of each
attachment title.
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Click the toggle sidebar icon in the agenda packet to switch between thumbnail view and document
outline view. You can expand each section, agenda item, and attachment. Selecting an attachment
will take you directly to it. If you download the agenda packet, the document outline will remain
accessible through your PDF viewer.
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The Meeting Overview tab provides a more basic view of the agenda, consisting of agenda sections,
titles, and attachment links.
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The Share Meeting tab requires users to have a CivicPlus account, and therefore is not
recommended. Users can share a meeting by copying the URL in the Meeting Files tab.



Instructions for Searching in the Agenda & Minutes Public Portal

Event Categories allows users to specify if the search criteria apply to a specific meeting type.

*Note: while some boards and commissions are listed as event categories, they are currently not being transitioned to the
portal.

The search bar is where you will enter your search criteria.
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Welcome to Dubuque's new Agenda and Minutes portal. To find a meeting please use the calendar widget or the following list of events. Scroll up to populate past meetings and scroll down to show future meetings
September 2024~ < > Please use the search bar to look up specific items/meetings The Event Category drop-down filters meetings by board(s)
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Users have multiple options for filtering search terms. The 3 most applicable filter options are:

e |tems: searches for an agenda item with the search term in the title.

e Agenda files: searches for agendas and agenda packets that contain the search term.

e Attachments: searches for any agenda item attachments that contain the search term.
Timestamps, closed captions, and translations are part of a separate CivicPlus application and
therefore will not apply.

Selecting filters is not a requirement, so users can apply a search without selecting any filters.
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Type the word(s) that you are searching for in the search box, then click the magnifying glass on the
right-hand side of the search box or press the Enter key.

All events containing the search term will appear, with the relevant results displayed within each
event. Hover over the icon on the left of each item to see the result type. Click on the item to open the
file. You can also download the file using the download icon to the right of each item. To return to the
search, click the arrow in the upper left corner of the webpage, next to the City of Dubuque logo.
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