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Initial Login
1. To access the initial SCINET welcome page using a Web browser from your work station:
Enter the following Web address: http://scinet.seminolecountyfl.gov/scinet
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2. To enter user login information click Login. 
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3. To login to the SCINET system: 
· Enter the username
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· Enter the password
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· Click Sign In
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Note: The username used to login to the SCINET system will identify to the system what applications and functions you can perform within SCINET.
Initial Applications Menu Page

Click on the Agenda menu to see the list of functions available to the user within the Agenda application.
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Create an Agenda Item

To create an agenda item follow these steps:
1. Click New Agenda Item from the Agenda menu.
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2. The following Agenda Item window will appear on screen
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3. Enter the General information required for scheduling an agenda item:
· Enter the Subject. 

· Select the Agenda item type. 

· Select the Proposed BCC Date.

· Select the Session Time. 

· Select the Department. 

· Select the Division. 
· Select the Section (if required). 
See note below regarding the workflow rules for the Review Process.
· Select the District or click on the County Wide Item checkbox to consider all districts.

· Select any Additional Reviews

· Click on the Disk icon to save.
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Note: 

· The Memorandum information (motion recommendation, background, and staff recommendation) are not required for scheduling an agenda item.

· After saving the general information for the agenda item, the item will remain in the item originator’s To-Do List (with status “Pending”) until it is sent for scheduling. 
To see the Agenda Item, click To-Do List in the Agenda menu.
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· Workflow Rules for the Review Process

Seminole County’s structure is organized into three levels:  Department, Division, and Section. Each level dictates a unique workflow of an agenda item. One primary function of the system is to automatically route the agenda item to the appropriate staff. Proper selection of these three levels will enable automatic routing to occur.
Rule 1: If Department, Division, and Section are selected, the system starts the reviewing process with the first level reviewer of the Section.

Rule 2: If Department and Division are selected, the system starts the reviewing process with the first level reviewer of the Division as indicated in the workflow.
Schedule an Agenda Item

Before an agenda item can start the review process, the BCC Date proposed by the item originator has to be approved by the County Manager Assistant. This process is called “scheduling an agenda item”. If the County Manager Assistant does not approve the proposed date, then the agenda item will be returned to the item originator to request a new date.  
To schedule an agenda item follow these steps:
1. From the To-Do List, click on the item Subject to access the Agenda Details page.
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2. Click on the Clock icon to send the agenda item for approval of the proposed BCC Date.
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Note: The item will remain in the item originator’s To-Do List with the status of “Schedule Requested”. The item originator can only modify the Subject and the Memorandum information while the agenda item is being scheduled.

[image: image14.png]SEMINOLE COUNTY

INTEGRATED NETWORK

User: bwalker | Messages: 0

Transaction

UserCP | Feedback | He

Subject
4R Brian Walker Land Used

1

Date Received

12/8/2006 10:13:00 AM

status

Schedule Requested

Received From

BCC Date

10/3/2007 9:00:00 AM

Item Originato;

Brian Walker




Send an Agenda Item for Review
After the agenda item has been scheduled, it must be sent for review in order to be completed before the BCC meeting. The review process has different levels of reviews among Departments and within Divisions and Sections at Seminole County.
To send an agenda item for review follow these steps:
1. From the To-Do List, click on the agenda item Subject link to access the agenda details page. 
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Note: The agenda item needs to have the status “Scheduled” in order to be sent for review. This status is set after the County Manager Assistant approved the schedule of the agenda item.
2. Enter the memorandum information (Motion Recommendation, Background, and Staff Recommendation). Motion Recommendation and Background information is required for the review process. 
· Type the information related to the “Motion Recommendation in the designated text box.

· Click the “plus” sign located at the right side of the “Background” and Staff Recommendation” to expand their text boxes
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· Type the “Background” and “Staff Recommendation” in their designated text boxes. The text boxes are in GUI format. Use any tools provided in the tabs of the text boxes as needed.
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3. To attach documents that are related to the agenda item:

· Click Browse to search for the document
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· Click on the document file to select it

· Click Open to upload the file
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· The file name with will appear in the textbox

· Click Attach. 

[image: image20.png]Documents

Comments: L]

Document Type File Name size (kb) Process
Location Map Sanford Map xt 0 Plat Vacate °
Item Document Additional Maps txt o

Miscellaneous Plat Vacate

Maps and Aerials Plat Vacate °
Reslution Plat vacate °
Copy of Recorded Plat Plat Vacate °

Attach any item documents necessary:

Browse,





[image: image21.png]Decwments (o .

Comment: |
Document Type File Name size (ub)

$ X [ 1tem Document Create an AT Others.doc 393

3 x

$ X [ 1tem Document Saarch for ALdoc s15

Document Action Form

e
[E—





Note: Use the Up/Down arrows to change the document position.

4. Click on the “X” to delete the document.  
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5. Click on the Document Signature icon to indicate Post BCC document signatures and document actions.
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· Check the boxes related to the required signatures. You may add other required signatures by typing in the corresponding text box as displayed above. Also, you will be able to indicate document actions to follow the document signature process.
· To create the document action form, click on the Document Action Form link at any time.
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6. Click on the Send for Review icon to send the agenda item to the review process.
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Note: 

· The item will disappear from the item originator’s To-Do List and will move to the first reviewer’s To-Do List with the status “Review by _ _ _ _ _ _”.
· The item originator can put the item on hold (clicking on the On Hold icon), keeping it in his/her “To-Do List”. However, in order to move it again in the workflow, he/she will have to reschedule the item. 
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· The item originator can withdraw the item (clicking on the Withdraw icon). The item will disappear from his/her “To-Do List” and the workflow, but it will stay in the system and can be found using the search capability.
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View the Status of an Agenda Item

Agenda users can check the status of an agenda item at any time through the system. The status table shows the current status of an agenda item, the different reviews including the reviewer, action taken, comments, date received, and date completed.

To see the status of an agenda item from the agenda user’s To-Do List follow these steps:
1. Click To-Do List from the Agenda menu.
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2. Click on the Status link of the agenda item to see the current status and location of the item as well as the previous steps in the workflow.
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Note: To see the status of an agenda item from the search option refer to the “Search for an Agenda Item” session from this training material.

Review an Agenda Item

The review process has different levels of reviews among Departments and within Divisions and Sections at Seminole County. The reviewer can approve or reject the agenda item. If the agenda item is approved, the system routes it to the next review level, otherwise it is sent back to the item originator.
To review an agenda item follow these steps:
1. Click the To-Do List option from the Agenda menu.
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2. Click on the agenda item Subject to access the Agenda Details page.
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Notes: 

· Reviewers can modify only the Subject and the Memorandum information. 
· To see the contents of a document, click on the document name link.
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· To create the agenda memorandum, click on the “Create Item as PDF” icon. 
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Refresh the screen, pressing F5. Once the PDF is created the system will show a “View Item as PDF” icon. Click on it to see the PDF.
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3. Click on the yellow box [image: image38.png]


 to enter a comment for a particular field.
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Enter the comment in the text box and click Add.
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Note: The comment is inserted in the list of comments related to the particular [image: image42.png]


 box selected, but it will not be seen by subsequent reviewers until the agenda item is approved or rejected, thus forwarded to the next reviewer.
Click “X” to close the comment window.
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4. To send the item to the next reviewer, click on the Approve icon.
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To send the item back to the item originator, click on the Reject icon.

[image: image45.png]SEMINOLE COUNTY

INTEGRATED NETWORK

Transaction

Latest Review Comments =

Item ID: 665 - 2006
Item originator: Brian Walker

Current status; Review By Liz ParkHurst 1
Date created: 12/8/2006 10:13:58 AM

General -

Brian Walker Land Used

Subject:




Note: To save any modifications of the Agenda details page without moving the item in the workflow, click on the Save icon. The item will stay in the reviewer’s To-Do-List.
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Search for an Agenda Item
From the Basic Search option

1. Click Search from the Agenda menu.
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2. Select the search criteria, for instance Agenda Subject.
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3. Type the Agenda Subject or a keyword.
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4. Click Search.
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The system will display a summary of the results found.
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Note: To narrow down the search results:

· Select the filter criteria, for instance, Department.
· Select the appropriate department from the drop-down list.
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· Click Filter.
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The search results have been filtered by “Planning and Development” in the Department.
To filter by other criteria, click Clear Filter and enter the new filter criteria.
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From the Advanced Search option

1. Click Search from the Agenda menu.
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2. Click Advanced Search.
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3. Select the search criteria.
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Enter the information to search for (if required).
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Click Search.
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      The system will display the results.

Note:

· Click Export to send the search results to an Excel file.
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· Click Print to print the search results.
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You can make comments on an item through the search capability:

· Click on the Subject link 
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· The system will display the detail of the agenda item 
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· Next to each title you will find a [image: image65.png]


 box. Click on the [image: image66.png]


  box to enter a comment
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View Details of an Agenda Item

From the search results

1. Click on the agenda item subject to see the Agenda Details page.
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2. Click on the agenda item status to see the current status and location of the item as well as the previous steps in the workflow.
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How to Provide Feedback
To provide feedback follow these steps:

1. Click on the Feedback button on the right top of the screen. The system will open another window.
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Notice, the Feedback window has two parts. The first part is for you to add your comment.
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The second part is an optional survey. It is not necessary to complete the survey in order to submit your feedback.
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2. Click Submit
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Document Signature
Once the BCC meeting is completed the Document Signature process takes place.

1. If you have Agenda items that require documents’ signatures, the system will place them in your “To-Do List”. Click on the “To-Do List” option.
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2. To access the agenda item, click on the Subject link. The status of the item will be “Document Signatures Required”
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3. The documents that require signatures will be indicated by the [image: image79.png]


 icon
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4. To confirm that all signatures have been collected, click on [image: image81.png]
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The system will route it to the CMA to confirm the County Attorney’ and County Manager’ signatures.

Once the CMA confirms, the system will route it to the Chairman Office to complete the process.

1. To access the agenda item, click on the Subject link. The status of the item will be “Document Signatures Required”
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2. The documents that require signatures will be indicated by the [image: image84.png]


 icon
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3. To confirm the Chairman’s signature, check the[image: image86.png]


 box
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4. To archive agenda item, click on [image: image88.png]
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County Manager Assistant

Initial Login

5. To access the initial SCINET welcome page use a Web browser from your work station:

Enter the following Web address: http://scinet.seminolecountyfl.gov/scinet
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6. To enter user login information click Login. 
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7. To login to the SCINET system: 

· Enter the username
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· Enter the password
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· Click Sign In
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Note: The username used to login to the SCINET system will identify to the system what applications and functions you can perform within SCINET.

Initial Applications Menu

1. Click Agenda to access the Agenda application menu
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Manage the Calendar

1. To access the Calendar module click Calendar
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2. In the Calendar option you have access to features such as:

1. Create new agenda sessions

2. Edit existing agenda sessions

3. Reschedule items

4. View the BCC report, and

5. Access the unofficial minutes.

As you can see the sessions already scheduled are shown in the corresponding day.
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Create New Agenda Session

1. To create a new agenda session click New. 
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The following window will appear:
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2. Click on the Calendar icon and select the date. 
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3. Enter the session title in the “Main Title” text box.

4. Select the Main Type of session from the drop down list.
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5. Click Add Session to create the session. The system will show when the session has been added.
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Once a session has been created, you can add the session times. 

6. Select the type of session you want to add from the drop-down list.
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7. Enter the title of the session. 

8. Enter the begin time for the session.

9.  Enter the end time (optional). 

10. Click Add Times to add the session time.
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Note: You will be able to Edit or Delete a session. 

a. To delete a session time, click on the Delete icon. 
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To delete a session:

1. Select the date 

2. Select the main type 

3. Click Cancel Session. A pop up window will appear to confirm the cancellation of the session. Click OK to be redirected to the calendar screen.
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b. To edit a session time, click on the Edit button. You will be able to delete the session; cancel the action; or make changes to the title of the session, begin time, and end time. In order to make the changes valid, you have to click Update. 
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Edit Existing Agenda Sessions

1. To edit sessions already created, click on the desired session link on the calendar.

2. You can access all the options for each session created by clicking on the desired session. This window can be closed by clicking on “x”. 

[image: image108.png]Sun Mon Tue Wed Thu Fi sat

1 2
E] 4 s s 7 0 5
BCC Standard Session
x

BCC Date: 12/10/2006

BCC Standard Session

Special Public Hearing 2 = 4 s 15

Wiork Session Indard Ssssion BCC Standard Ssssion

BCC Special Session ublic Hearing

s 20 2 22 =

24 s 3 27 =8 25 0
BCC Standard Session
Special Public Hearing
Viork Seszion




Edit Session

1. After selecting a session, a new menu will appear in this window. To edit a session, select the corresponding option in the menu. 
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Note: Besides deleting or adding a session time, you can edit the session title and times. It is necessary to click on the OK button to exit this window.
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After selecting the Edit button, the system will allow you to edit title and times. 

2. To update the changes, click Update. 

3. To cancel the changes, click Cancel.
4. To delete the session, click on the “X” icon.
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Reschedule Items

You can reschedule the items that have been scheduled for a particular session, 

1. Click Reschedule Items 
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Note: The window that appears gives you the opportunity to set a new date for a specific item, as well as set a new date for all the items if needed. You can also put items on hold and the system will notify the people involved. 

2. To reschedule all the items, select the session date in the drop-down list named “Reschedule all” and click Reschedule. All the items will be now scheduled for the selected date and will disappear from this screen. 

3. To put all the items on hold, click Notify.
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4. To reschedule specific items, select the session date and click Reschedule. 
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Miscellaneous  

1. Click Miscellaneous to access this option.
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You will be able to search for a specific session date, add Presentation items, and add Award items.

2. To search for a session date, select the desired date in the drop-down list and then click Submit. 
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3. To add a Presentation item, click Add item.
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You can add a description of the item and click on the “Create” button to validate this action. If you do not want to create that item, click Back.
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4. To add a miscellaneous item, click Add Item
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Note: You can add a description of the item, select the report name from the drop-down list, and click Create to complete the action. If you do not want to create that item, click Back.
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5. Clicking X to delete item created.
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Unofficial Minutes

1. To access the unofficial minutes, click Unofficial Minutes.

[image: image122.png]BCC Date: 12/10/2006

5CC Standard Session 7
# Edit Session

2 Reschedule Items.

R =CC Report

[ Unofficial Minutes

[ Miscellaneous





System will display the following screen:
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2. To enter the Commissioner’s quorum, check the boxes next to their names.

3. Select the name of the Chairman from the drop-down list.
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4. Enter the decision taken for every item by clicking on the icon located on the right hand side of the item.
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5. Enter the decision by selecting the decision type from the drop-down list.
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You will be able to: 

a) Select the names of the commissioners that did not approve the item by checking the check box next to the corresponding name; 

b) Make any comment; and 

c) Save or cancel the action. 
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Note: In the case of “unanimously approved” no name will show up in the window.

6. To finalize the minutes, click Finalize.
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7. Once the minutes have been finalized, you can publish it by clicking Publish
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BCC Report

1. Click BCC Report to access this option.
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The corresponding report will appear with the list of the items. You will be able to:

a) Create the package, 

b) Finalize the package, 

c) Publish it. 

These actions can be performed by clicking on the buttons located at the end of the screen.
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INCLUDES THE TESTIMONY AND EVIDENCE UPON WHICH THE APPEAL IS TO BE BASED, PER SECTION 286.0105, FLORIDA STATUTES.
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Managing Other Options

The next options available in the Agenda menu are Miscellaneous, BCC report, and Unofficial Minutes. 
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1. To access these options, click on them.
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2. All these options will bring a drop-down list to select a date. 
[image: image134.png]



Note: These options were explained in the Calendar Section.

Document Signature

Once the BCC meeting is completed the Document Signature process takes place. The system will place the items in your “To-Do List” once the IO has confirmed the collection of signatures.

1. To access the agenda item, click on the Subject link. The status of the item will be “Document Signatures Required”
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2. The documents that require signatures will be indicated by the [image: image136.png]


 icon
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3. Click on [image: image138.png]


 to confirm the County Attorney and the County Manager have signed the document. Check the[image: image139.png]


 box.
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To confirm that all signatures have been collected, click on [image: image141.png]
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List of Tabs in Agenda Application
[image: image143.png]bwalker
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	Tab
	Description

	Messages: xx
	Represents the number of new messages you have in your To-Do List.

	User CP
	Represents the “change password” location.

	Feedback
	Represents the feedback page where users enter suggestions and comments about a particular screen of the SCINET system.

	Help
	Represents the help page.


List of Icons in Agenda Application
	Icon
	Description
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	Represents a comment box where agenda item reviewers enter comments about specific parts of the Agenda Details page
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	Moves the document up or down to rearrange the documents in the way they should appear on screen as well as the printing order of the final document
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	Deletes the document
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	Opens the document signature process post BCC box
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	Saves the agenda item
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	Sends item for initial scheduling

	
[image: image150.png]



	Sends item for rescheduling
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	Sends item for review
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	Places item on hold
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	Withdraws item
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	Approves item and continues the review process
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	Rejects item and sends item back to item originator
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	Approves the proposed BCC date 
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	Rejects the proposed BCC date
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	Documents signatures confirmation (post BCC)
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	Creates PDF version of the agenda item memorandum
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	The “View Item as PDF” Icon represents that the PDF version of the agenda item memorandum has been created and clicking on “View Item as PDF” will open the PDF
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	This icon appears next to the agenda items that have been created by the user who is currently logged in to the SCINET system.
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Exception to Rule 2 (only for the Administration Divisions): If the Administration Division has a predefined workflow associated with it, the item follows that workflow; otherwise the item starts the reviewing process with the first level reviewer of the Department, which in most cases is the Assistant to the Director.
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