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PrimeGov are excited to launch our new product offering – Committee Manager. The Committee Manager feature 

set provides support for the multiple processes involved in managing positions in committees, including: 

 

• A new Applicants dashboard, to quickly and easily see the status of applicants and move them through 

their application workflow 

• A new members dashboard to quickly and easily access current and historic members position data 

• Ability to track training requirements per position and training completed per member; allowing the user 

to track which members do not meet the requirements of their assigned seats 

• Enhancements across the current product to support this process: 

• Extension in the current Committee area to cater for new custom fields per Committee  

• Extension in the current User area to cater for new custom fields per user (Member) 

• Extension in the current Committee positions area to cater for additional fields, the ability to link 

an application form to a position and term, and to publish the term vacancy for public applicants 

• Expansion of the current workflow options to cater for new steps required in the application 

process 

• Customizable forms and workflows, built on our existing workflow base 

• Abilities to send emails to members and applicants recommending positions or informing them of 

assigned training needs 

• Several configurable and exportable reporting options  

• Dashboards to provide at-a-glance details on important Committee Manager information  

• Access to Committees can be controlled by role-based permissions already in place in the product 

• Public facing pages for each Committee in our Boards and Commissions Public Portal, providing: 

• Configurable Committee details 

• Membership and member details 

• Access to apply for positions on the committee 

• Upcoming meeting details  

• Share public documents relevant to the Committee  

 

Please speak with your PrimeGov representative to discuss enabling this feature set 
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Manage Committee Details 

Manage Committee Information 
All system and custom fields for each Committee will appear when the Committee is selected in the ‘Committees’ 
area of the product. Committee system fields will appear first, followed by the defined committee custom fields, in 
the order selected in the Admin area. All fields can be edited by selecting the edit icon, , for the Committee and 
selecting ‘Save’ when edits are complete. 

 

Manage Positions 
Selecting the ‘Positions’ tab for the Committee will display all positions and associated terms for the selected 
Committee.  

Add a New Position 
1. Select the add icon for Position 

 
2. Provide the position details 

a. Position Name – name for the position 
b. Sub Title – additional title information if required 
c. Note – additional content for reference 
d. Type – One of ‘Board Member’ or ‘Council Member’ 
e. Nominating Entity – selected from the options provided in the Committee Manager Admin area 
f. Appointing Entity – selected from the options provided in the Committee Manager Admin area 
g. Initial Term Length – the required length for the first term in the position, in years. The positions 

initial term will be added from the position start date for this length of time 
h. Max Term Length – the required length for all subsequent terms in the position, in years. 

Subsequent terms will be auto calculated following the initial term until the position end date 
i. Position Start – start date for the position as a whole 
j. Position End – end date for the position as a whole 



k. Required Training – select one or more entries from the list provided in the Committee Manager 
Admin area 

l. Required Qualifications – enter any required qualification notes for reference here 
m. Allow Public Applications – checkbox to allow the advertisement of any terms for this position on 

the public portal 
i. Default Application Form – provided a default form value for any term that is being 

advertised, selection from the list of current forms in the system 
ii. Edit Application Form – opens a new tab with the selected form open for editing 

iii. Create new application form – opens a new tab to create a new form 

 

3. Select ‘Save’ 
 

‘Allow Public Applications’ and default application forms can be managed in a single action for all positions 
in a Committee using the ‘Preferences’ tab, see   



Manage Preferences below. 

Update Existing Position 

1. Select the edit icon, , to edit any details for an existing position. Select ‘Save’ to save edits made  
2. Select the delete, , icon to delete an existing position and all related information  

  



View Position History 
The position history can be viewed to see all members that have served in a selected position. Information can be 
exported to your local machine in PDF or Excel format 

1. Select the view icon, , beside the position name to view the position history 
2. Select ‘Excel’ or ‘PDF’ to export the history information  

 

Manage Terms 
Filled terms that are currently valid appear with a blue background with the member currently sitting the term 
shown. Previous filled terms in the past appear in grey. Terms that are vacant appear in green with a ‘+’ symbol to 
denote that no member is currently assigned. 

Edit/Vacate a Filled Term 
1. Select the term to open  
2. The member assigned and related term dates can be adjusted as required 

a. Where term dates are adjusted to shorten the term, any gap that remains between this term and 
the next term will be auto populated with a vacant term 

 
3. The appointment date and appointing entity can be set or adjusted as needed 

a. This appointing entity field will only show if it has been configured, see Allow Appointing Entity 
Options On Terms 

4. The member can be removed from the position by selecting the delete icon, . This will remove the 
member and all related details for that member in this term 

5. The term can be vacated also. Vacating a term will mark the serving member as vacated for this term. 
a. Select ‘Vacate Position’ 
b. An alert will appear to inform you that once this is completed and saved, you will be no longer 

permitted to make some edits to this term. 
c. Confirm alert by selecting ‘Yes’ 



d. End date for the term is updated to today’s date, which can be adjusted if required 
6. Select ‘Save’ 

View User Profile Dialog 
The contents of the user profile dialog are detailed below. This is accessible from two locations in this view: 

1. From the Position tab – select the view user icon, , in the relevant term to view the profile of the current 
assigned user for that term 

2. From the ‘Edit Term’ view, for vacant and filled terms – select the view user icon, , beside the ‘Person’ 
field to view the profile of the current entered user 

Edit a Vacant Term 
Terms dates can be edited in vacant terms. Where term dates are adjusted to shorten the term, any gap that remains 
between this term and the next term will be auto populated with a vacant term 

1. Select the vacant term to edit the term 
2. Adjust the dates as needed 
3. Select ‘Save’ 

Assign a Member to a Term 
1. Select the vacant term to edit the term 
2. Enter the appointment date if you wish to track this information 
3. Adjust the appointing entity if required 

a. This field will only show if it has been configured, see Allow Appointing Entity Options On Terms 
4. Enter the required user to assign in the ‘Person’ field 

 
5. Select ‘Save’  

Send Recommendation 
The ‘Send Recommendation’ functionality is available from multiple locations within the product and allows the user 
to send an email to any email address, recommending a particular term of a position to them. Where the position is 
advertised, a link to the relevant form for applications will also be provided. 

  



Advertise a Position or the Next Vacant Term 
Note: The options described below will only appear for positions where ‘Allow Public Applications’ is enabled  

1. Positions not currently advertised will display an ‘Advertise’ option 

 
2. Select ‘Advertise’ to view options to select one of: 

a. ‘Advertise Position’ – allows a generic application to the position without specifying term dates. 
On the Boards & Commissions portal this position will appear in the vacancies area but term dates 
will read ‘To be confirmed’. Term dates can be supplied later in the workflow if the application is 
approved. 

i. A dialog will appear to confirm the required application form for this position. If an 
application form is set in the position, it will be selected here by default but can be 
adjusted if needed 

1. Edit Application Form – opens a new tab with the selected form open for editing 
2. Create new application form – opens a new tab to create a new form 

b. Advertise Next Term’ – allows you to advertise the next available term in this position. The system 
will identify the next term from today’s date where no member is currently assigned.  

i. A dialog will appear to confirm the term dates and the required application form for this 
position. If an application form is set in the position, it will be selected here by default but 
can be adjusted if needed 

1. Edit Application Form – opens a new tab with the selected form open for editing 
2. Create new application form – opens a new tab to create a new form 

3. Select ‘Advertise Position’/’Advertise Term’ to confirm and advertise this vacancy on the Boards & 
Commissions portal 

4. Once advertised the UI will show an option to ‘Stop Advertising’ 

 
5. Select this option and confirm in the dialog that appears, to remove the vacancy from the Boards & 

Commissions portal  

  



Manage Preferences 
Some settings can be set across all positions in one action using the ‘Preferences’ tab 

 

From here you can: 

Allow for general applications to Committee 
When this option is enabled an ‘Apply for Membership’ option will be added on the top right area of the Boards and 
Commissions portal for the selected Committee 

 

Application submitted here are for the Committee in general and do not require a position or term dates to be 
specified in the original application. When applications are submitted through this option, the related workflow is 
required to have a step of type ‘Update Application Position’ which will allow PrimeGov user to supply the specific 
position and term dates to the application prior to adding the applicant to a position. 

Allow all positions to be advertised 
When enabled this option will set the ‘Allow Public Applications’ option for every position in this Committee. This 
option is intended to safe time for users when each position is to be enabled for public applications.  



Default Application Form 
If a form is selected in this option, the selected form will be provided as a default in all positions for the Committee. 
This option is intended to safe time for users when each position uses the same form.  

Portal Visibility Preferences 
Each Committee can be enabled to appear in each of our public portals  

- Show in Public Meetings Portal/Item Search – when enabled this Committee will appear in the ‘Archived 
Meetings’ area of our Public Meetings Portal, and will appear for any filters related to Search 

- Show in Boards and Commissions Portal – when enabled this Committee will appear in the Boards and 
Commissions Portal 

Manage Committee Documents 
This area allows the user to upload documents that are related to the Committee directly. Each document can be 
set to show on the Boards and Commissions Portal or can be stored for logged in user only. Access to manage these 
documents is controlled by new permissions. 

 

- Select ‘Add Document’ to add a new document 
- Select the download icon, , to download a copy of the document. Where the original document is not a 

PDF, you will be presented with options to download the original file or download the PDF version 

 
- Select the edit icon to edit icon, , to edit the document details 
- Select the delete icon, , to delete the document 
- Select the checkbox, , in the ‘Show on Boards & Commissions Portal’ column, under the  icon, to 

display this document on the Boards and Commissions portal 

 
- Select the reorder icon, , to reorder the documents in the list. Documents are shown on the Boards and 

Commissions portal in the order provided in this list 



Manage User Details 

Manage User Information 
All system and custom fields for each user will appear when the user is selected in the System Administration -> 
Users area of the product. User system fields will appear first, followed by the defined user custom fields, in the 
order selected in the Admin area. All fields can be edited by selecting the edit icon, , for the user and selecting 
‘Save’ when edits are complete. 

 

 
User Profile Dialog 
Accessible from multiple locations within the application, the user profile dialog provides information related to the 
selected user from a variety of sources. 

The user profile dialog is also available for applicants, but many features may not be available if the applicant has 
not been a user in the system or a member of a previous committee 

Profile 
Selected by default on load of the user profile dialog 

 



On the left of this tab you will be able to see the user profile photo, all system user fields and any custom user fields 
that have been enabled to ‘Show on user profile’ in the Admin area.  

On the right of this tab you can view attendance and voting records for the selected user: 

- Attendance – a graphical and written representation of the number of meetings where the user was 
recorded as present against the number of meetings where this user was a recorded member 

- Voting – a graphical and written representation of: 
o Number of votes in which the selected user voted for a selected motion 
o Number of votes where the selected users voted for a selected motion, where the majority of 

members also voted for the motion 
o Number of votes in which the selected user voted against a selected motion 
o Number of votes where the selected users voted against a selected motion, where the majority of 

members also voted against the motion 

Applications 
Shows all active applications in progress for the selected user. The related Committee and position is displayed, as 
well as the status of the current application. Where configured, the related application form can also be viewed by 
selecting the view icon, .  

Inactive applications can also be shown if required 

 

History 
Shows all historical information for the members of the selected user 

 

Current Positions show all position terms where the selected user is currently serving or where the selected user is 
assigned to start a future position term. Term Status shows if the position is an active term, ‘Active’ or a future term, 
‘Upcoming’. 

Past Positions Served shows all terms where the selected user served previously but the term has ended. Term Status 
here shows if the position ended as expected, ‘Term Completed’, or if member was marked as vacated, ‘Vacated’ 



Training 
Shows all training entries recorded for the selected user and provides a method to enter new training entries 

 

To view any training certificated attached for a training entry, select the view icon, , for the entry. The attached 
document for the training entry will be opened in a new tab. 

To edit an existing training entry, select the edit icon, , for the entry. Make any edits required and select ‘Save’. 

To delete an existing training entry, select the delete icon, , for the entry 

To add a new training entry: 

1. Select ‘Add Training’ 
2. Populate the field in the dialog that appears 

a. Training Type – choose from the training types that have been entered in the Committee Manager 
Admin area 

b. Training Title – choose from available training entries for the selected training type 
c. Training Source – Select one of ‘Online’ or ‘Classroom’ 
d. Training Time – Record the number of hours spent in training  
e. Start Date – The start date for any related training certification  
f. Expiration Date – The expiration date for any related training certification 

i. If the training entry has a value set for validity in the Committee Manager Admin area, 
this date will be auto calculated from the start date provided 

ii. Leave blank for training that does not expire. Select ‘Remove Expiration Date’ to clear this 
field 

g. Add Certificate – Allows you to upload a single document to the training entry. Previous documents 
will be replaced if a new document is uploaded.  

i. Additional documents related to the training can be added to the user profile using the 
‘Documents’ tab 

 
3. Select ‘Save’ 



Documents  
Any documents that are related to this user will appear here. Documents are added to the user profile 

1. When generated through workflow step ‘Add Document to Application’ for any application 
2. When attached to a training entry 
3. When added through the documents tab 

 

To view any document, select the view icon, , for the entry. The document will be opened in the viewer in a new 
tab. 

To edit an existing document, select the edit icon, , for the entry. Documents and their associated note can be 
updated.  

- If you add a new file from here, the current file will be replaced.  
- Training entry attachments cannot be updated here, but a note can be added to the entry.  

To download an existing document, select the download icon, , for the entry 

To delete an existing document, select the delete icon, , for the entry. Training entry attachments cannot be 
deleted here. 

Actions 
The actions menu allows you to access several common features 

 

- Send Email – opens a blank email dialog with the users email address pre-populated in the ‘To’ field 
- Recommend Position - allows the user to send an email to any email address, recommending a particular 

term of a position to them. Where the position is advertised, a link to the relevant form for applications will 
also be provided 

- Assign Training - opens a new email, pre-populated with details on the training that the relevant user needs 
to complete 

  



Members & Applicants 

The Members & Applicants area allows you to view information on current, and historic, members and to view and 
update information related to applications. 

Members 
Members are valid system users that have been assigned to one or more term in any Committee in the system. 

View Members 
The members tab is selected on initial load of this area. This tab shows information on all current serving members 
in Committees today. Information for historical terms can be viewed by selecting ‘Also Show Historic Members’ at 
the top of the list of members. 

 

Information shown on this view is: 

• Expand Option – the expand icon, , will appear for members where there are more than one entry 
available. Select the icon to expand the member and view individual entries. Expanded entries can be 

collapsed using the collapse icon,  

 

• Name – The name of the member. Selecting the will load the user profile dialog 
o Member names followed by a blue tick icon, , are current serving members. This information is 

also available in the status column – status would be ‘Active’ or ‘Upcoming’ 

o Member names followed by a grey tick icon, , are historic serving members. This information is 
also available in the status column – status would be ‘Term Completed’ or ‘Vacated’ 

• Email – The email address available in the system for this user 

• Committee – The Committee the member is associated with  
o Will read ‘Multiple’ for members who have entries on multiple Committees, expand to view details  

for individual entries  

• Position – The position in the Committee the member is associated with  
o Will read ‘Multiple’ for members who have entries on multiple Committees, expand to view details 

for individual entries 

• Status – The status of the term for the member 
o One of: 



▪ Active – currently in progress based on today’s date 
▪ Upcoming – term has not started yet 
▪ Term Completed – term end date has been reached and the member was not marked as 

vacated 
▪ Vacated – term end date has been reached and the member was marked as vacated 

o Will read ‘Multiple’ for members who have entries on multiple Committees, expand to view details 
for individual entries 

All columns can be sorted by selecting  in the column title. The current sort order is shown by the icon  in the 
column title. 

Filters Available  
The list of members can be filtered in one of two ways: 

• The name and email column can be filtered by entering the required filter content on the top right of the 
table. The contents of the table will filter based on the content entered 

 
• The Committee, Position, and Status columns can be filtered by selecting the dropdown menu available in 

the column title and selecting the required entries to filter by. Filters applied will be shown at the top of the 
table and can be removed by selecting the ‘x’ on the filter to clear an individual filter or selecting ‘Clear 
Filters’ to clear all filters 

 

Individual Actions 
Each entry on the table has a number of options available: 

• - Send Email – opens the system email dialog with the selected members email address populated in the 
‘Send To’ field 

•  - View User Profile Dialog – opens the user profile dialog for the selected user 

• Select the three dots, , to view additional options: 
o Send Email – opens a blank email dialog with the users email address pre-populated in the ‘To’ 

field 
o Recommend Position - allows the user to send an email to any email address, recommending a 

particular term of a position to them. Where the position is advertised, a link to the relevant form 
for applications will also be provided 

o Assign Training - opens a new email, pre-populated with details on the training that the relevant 
user needs to complete 

  



Group Actions 
Multiple members can be selected on the table to use the ‘Group Actions’ 

 

All actions available here function the same as for individual entries, but all selected applicant email addresses 
appear in the ‘Send To’ field for the email 

Add Member 
The ‘Add Member’ option provide quick and easy access to add any user of the system to any open term.  

1. Select ‘Add Member +’ 
2. Populate the fields in the dialog and select ‘Add Member’ 

 

Applicants 
Applicants are people who have applied to one or more term in any Committee in the system. 

Applicants are not yet system users. They cannot log into the system and they cannot be assigned to other terms 
until they have been added as valid system users through workflow. The exception to this is for existing members 
who have also applied to open terms – in this case the member is both a member and an applicant.  

All applications that are made for the same email address will be linked together in the applicant list and the user 
profile dialog. Members who apply for positions using the same email address as the system has stored for them will 
have their applications and their historic information linked in the user profile dialog. 

  



View Applicants 
Select the ‘Applicants’ tab to view information on all active applications. This tab shows information on all current 
applications in process Committees today. Information for expired applicants can be viewed by selecting ‘Also Show 
Expired Applicants’ at the top of the list of applicants. 

 

Information shown on this view is: 

• Expand Option – the expand icon, , will appear for applicants where there are more than one entry 
available for the same email address. Select the icon to expand the applicant and view individual entries. 

Expanded entries can be collapsed using the collapse icon,  

 

• Date – the date the application was received  
• Name – The name of the applicant. Selecting the name will load the user profile dialog 

o User profile dialog contains the same options and feature for applicants who have been members 
previously and for applicants who have never served on a Committee, with the exception of the 
‘History’ tab which is only available for applicants who have served previously. Content available 
for applicants will be minimal 

o Applicant names followed by a blue tick icon, , are current serving members who have applied 
for this new position  

o Applicant names followed by a grey tick icon, , are historic serving members who have applied 
for this new position 

• Email – The email address available submitted in the form for this applicant 

• Committee – The Committee the applicant has applied to  
o Will read ‘Multiple’ for applicants who have entries on multiple Committees, expand to view 

details for individual entries  

• Position – The position in the Committee the applicant has applied to  
o Will read ‘Multiple’ for members who have entries on multiple positions, expand to view details 

for individual entries 

• Term Info – The date range for the term the applicant has applied to  
o Will read ‘Multiple’ for members who have entries on multiple terms, expand to view details for 

individual entries 

• Status – The status value is set by the workflow steps 
o Will read ‘Multiple’ for members who have entries on multiple status, expand to view details for 

individual entries 



All columns can be sorted by selecting  in the column title. The current sort order is shown by the icon  in the 
column title. 

Filters Available  
The list of applicants can be filtered in one of two ways: 

• The name and email column can be filtered by entering the required filter content on the top right of the 
table. The contents of the table will filter based on the content entered 

 
• The Committee, Position, and Status columns can be filtered by selecting the dropdown menu available in 

the column title and selecting the required entries to filter by. Filters applied will be shown at the top of the 
table and can be removed by selecting the ‘x’ on the filter to clear an individual filter or selecting ‘Clear 
Filters’ to clear all filters 

 

Individual Actions 
Each entry on the table has a number of options available: 

- Send Email – opens a blank email dialog with the users email address pre-populated in the ‘To’ field 
- Recommend Position - allows the user to send an email to any email address, recommending a particular 

term of a position to them. Where the position is advertised, a link to the relevant form for applications will 
also be provided 

- Assign Training - opens a new email, pre-populated with details on the training that the relevant user needs 
to complete 

-  – View Workflow Task – This option will only appear if you are assigned the current workflow task or 
have permission to access tasks not assigned to you. This option will open the direct workflow task, if there 
is a single workflow task, or will load the list of all workflow tasks, if there are multiple current workflow 
tasks 

-  – Route Application – This option will only appear if you are assigned the current workflow task or have 
permission to route tasks not assigned to you. On selecting this option, a list of available workflow steps 
will be presented. Select the required route to move the application through the workflow. Depending on 
the workflow configuration you may be presented with additional dialog to confirm/provide content prior 
to completing this step 

Group Actions 
Multiple members can be selected on the table to use the ‘Group Actions’ 

 

All actions available here function the same as for individual entries, but all selected applicant email addresses 
appear in the ‘Send To’ field for the email 



Add Applicant 
The ‘Add Applicant’ option provides quick and easy access to add a new application 

1. Select ‘Add Applicant +’ 
2. Populate the fields in the dialog and select ‘Add Applicant’ 

 
3. The related form for the application will open in a new tab for submission 

  



Dashboard & Reports 

The Dashboard & Reports area provide overview and reporting information help provide content to aid in managing 
the positions and their related detailed data.  

Access to the Dashboard & Report area is controlled by a single permission. Users with the required permissions will 
be able to generate all reports across all Committees. 

Dashboards 
Dashboards provide an at-a-glance view of key information related to your Committees. Key pieces can be drilled 
into as needed 

The dashboards available are Active Committees, Positions, Applications and Training. Details on each dashboard is 
below. 

Active Committees 

 

Information shown is  
1. Total Number of Committees active in the system 
2. Total Number of Committees active in the system with ALL active terms filled, based on today’s date 
3. Total Number of Committees active in the system with ANY active terms unfilled, based on today’s date 

When this dashboard is selected, the table on the second half of the screen will show a list of all active Committees.  

Information show in the second half of the screen is: 

• Committee Name 

• Occupancy Status – Complete if ALL active terms are filled at today’s today, Incomplete if not 

• Positions Required – a count of all positions with unfilled terms at today’s date 

The list of Committees can be filtered to view all, view complete (all positions filled) or view incomplete (some 
positions vacant). The filtered list can be exported to PDF or CSV. 

An individual Committee details can be opened from here by selecting on the right. 



Positions 

 

Information shown is: 
1. Total Number of active positions in all active Committees in the system 
2. Total Number of positions where the current term is expiring in the next 14 days 
3. Total Number of positions where the current term is expired/vacant already 

When this dashboard is selected, the table on the second half of the screen will show a list of all current positions, 
with details on the current term for that position. 

Information show in the second half of the screen is: 

• Committee Name 

• Position Name – selecting this link will open position history details 
• Position Status: 

o Active – currently filled, not due to expire in the next 14 days 
o Expiring Soon – currently filled, due to expire in the next 14 days 
o Expired – previous term ended, current term is unassigned 
o Vacant – previous term was vacated, current term is unassigned 

• Member currently in this position, where a member is assigned – selecting this link will open the user profile 
dialog 

• End date for current term (end date of previous term if status is expired or vacant) 

The list of positions can be filtered based on status. The filtered list can be exported to PDF or CSV. 

An individual Committee details can be opened from here by selecting on the right. 



Applications 

 

Information shown is: 

• Total Number of Applications active in the system 

When this dashboard is selected, the table on the second half of the screen will show a list of all active applications 

Information show in the second half of the screen is: 

• Applicant name – selecting this link will open the user profile dialog, also expands for multiple entries per 
member 

• Committee application is for 

• Position application is for – selecting this link will open position history details 

• Application date 

• Application status  

List of Applications can be filtered to view all, or view by application status. The filtered list can be exported to PDF 
or CSV. 

Tasks related to the application can be viewed by selecting the  on the right. 

  



Training 

 

Information shown is: 

• Total number of active positions where one or more training requirement has been stored 

• Total number of current and future terms where the user assigned to the term has the required training 
recorded and valid (by date range for the term) 

• Total number of current and future terms where the user assigned to the term does not have the required 
training recorded and valid (by date range for the term) 

When this dashboard is selected, the table on the second half of the screen will show a list of all terms and members, 
with details on the training requirements 

Information show in the second half of the screen is: 

• Member assigned to the term – selecting this link will open the user profile dialog, also expands for multiple 
entries per member 

• Committee Name 

• Position Name – selecting this link will open position history details 

• Training requirement for the position 

• Expiration date for training (where available) 

List of Positions can be filtered to view all or view training required only. The filtered list can be exported to PDF or 
CSV. 

An individual Committee details can be opened from here by selecting on the right. 

Reports 
To generate a report: 

1. Select the required reports from the drop down 
2. Select any required filters 
3. Select ‘Generate’ 
4. For onscreen reports, the report will be generated and will display onscreen 

For document report, the report will generate in the background and you will receive an email when the 
report has been generated 

Reports available are Expiring Seats, Expiring Training, Local Appointments List (commonly referred to as the Maddy 
Report in some districts) and the Vacancy Report. Details on each report is below. 



Expiring Seats 

An onscreen report displaying information on all positions that are empty on the start date provided and on all 
positions that are due to end within the date range provided  

 

Information Displayed:  

• Committee  

• Position  

• Term Start  

• Term End  

• Current Member Name - member in the current term by start date provided, blank if term is unassigned  

• Succeeding term (next term for the position), values can be one of:  
o Name of member assigned - if member is assigned to term  
o Advertised - if no member assigned but position term is advertised  
o Not Advertised - if no member is assigned and position term is not advertised  

 

Additional Features:  

• Filters can be applied prior to running the report  
o Committee – defaults to select all active committee but can be filtered to omit specific committees 

if required  
o Time Frame – select for expiring in 30/60/90 days or provide a custom date range for checking  

• All result columns can be sorted and filtered  

• Export to PDF, retaining any filters applied  

• Export to Excel, retaining any filters applied  

• Extended export to Excel, to include all user fields (email, address, etc.) for all entries – for use in mail merge 
or other purposes  

Expiring Training 
An onscreen report displaying information on all positions that have a training requirement where the member 
currently assigned to the position does not have valid training certification for their term  

Information Displayed:  

• Member  

• Training Type  

• Committee  

• Position  

• Term Start  

• Term End  

• Training Expiration Date  

Additional Features:  

• Filters can be applied prior to running the report  
o Committee – defaults to select all active committee but can be filtered to omit specific committees 

if required  

• All result columns can be sorted and filtered  
• Export to PDF, retaining any filters applied  

• Export to Excel, retaining any filters applied  

• Extended export to Excel, to include all user fields (email, address, etc.) for all entries – for use in mail merge 
or other purposes 

Local Appointments List 
A document report showing information for each position within all Committees. Specified position and member 
information is displayed for every valid term in each position within the date range provided. If multiple terms exist 
within a position within the date range provided, an entry per term will appear in the report  

A configurable template is provided to capture:  



• Report cover page content  

• Introductory content displayed per Committee, based on static text and committee information stored 
within the system  

• Content to display per term, including options to include:  
o Positions details – training requirements, term length, nominating/appointing entities  
o Term details – start date, end date, current member server  
o Term status – filled / vacant / expired  

Additional Features:  

• Filters can be applied prior to running the report  
o Committee – defaults to select all active committee but can be filtered to omit specific committees 

if required  
o Time Frame – to provide a custom date range for checking, defaults to be from today to the end 

of the year  

• Report will be generated in the background and you will receive an email when it is complete  

• Recently run reports remain accessible for download 

Vacancy Report 
A document report showing vacancy information for Committee. Information is divided into 'Current Vacancies' 
(positions that are empty today) and 'Upcoming Vacancies' (positions that will become vacant within the date range 
provided)  

A configurable template is provided to capture:  

• Report cover page content  

• Introductory content displayed per Committee, based on static text and committee information stored 
within the system  

• Content to display per position, including options to include:  
o Positions details – training requirements, term length, nominating/appointing entities  
o Term details – start date, end date, current member server  

Additional Features:  

• Filters can be applied prior to running the report  
o Committee – defaults to select all active committee but can be filtered to omit specific committees 

if required  
o Time Frame – select for vacant in the next 30/60/90 days  

• Report will be generated in the background and you will receive an email when it is complete  

• Recently run reports remain accessible for download 

  



Public Committee Portal 

The Public Committee Portal contains public facing pages to provide information on each Committee to the public. 
As of version 20.6.3, the new public committee portal is available at the following URL  –
 https://cityname.primegov.com/public/committees. For sites where the portal is currently embedded via an 
iframe – the new portal can be accessed 
using https://cityname.primegov.com/public/committees?fromiframe=true   

If you wish to view the meetings list of just a specific Committee, the 
URL  https://cityname.primegov.com/public/committees?committee=3 can be used, where the Committee ID 
from PrimeGov is added to filter as needed.  
Note: Committee filters are not available in this view as it is pre-filtered for the selected Committee.  
  
Your PrimeGov product and websites can be updated to access this URL, please contact your PrimeGov Support 
contact to arrange this. The Support Team can provide you with the details to update any embedded pages on your 
own sites and can also update the internal short-cut within the main product.  
 

Committee List 
On initial load, a list of available Boards and Commissions will appear. The list is ordered based on pinned 
Committees within the main product and the first entry in the list will be selected by default. Committees can be 
disabled to hide form this view. Select any Board or Commission from this list to load the details on the right. 

This list can be filtered by typing in the filter field at the top of the list.  

 

When the width of the page does not allow for display of this list alongside the Committee information, the list of 
Boards and Commissions will switch to appear as a drop down above the Committee information. Select the drop 
down to change the Committee displayed. 

 

https://cityname.primegov.com/public/committees
https://cityname.primegov.com/public/committees?fromiframe=true
https://cityname.primegov.com/public/portal?committee=3


Profile 

 

The profile tab is displayed when a new Committee is selected to view. This tab contains the information entered in 
the main product for the Committee. Fields that are displayed here are controlled in the Committee Manager admin 
area, see Manage Committee Fields below.  

Only fields with data will appear, if a field is enabled to show but contains no data for the selected Committee, it will 
not display here. 

Members 

 

The member tab displays information on the membership of each filled position based on today’s date. The position 
name and sub-title are always shown. Additional membership details will show based on contact details enabled for 
the user profile public display. Member profile pictures can be enabled to show in this view, speak with your 
PrimeGov representative to enable this for selected Committees. 

Select a member to view the members details.  



 

Content shown here can be adjusted: 

- Individual member fields that are displayed here are controlled in the Committee Manager admin area, see 
Manage User Fields below 

- Position History, Attendance and Vote History can be enabled/disabled in the portal config, speak with your 
PrimeGov representative to adjust this. 

Vacancies 

 

The vacancy tab shows all advertised vacant terms for the selected Committee. Information shown here is: 

- Position Name 
- Term Start Date (or ‘To be confirmed’ when a position is advertised without a specific term) 
- Term End Date (or ‘To be confirmed’ when a position is advertised without a specific term) 
- Status – Current if the term is valid on today’s date, Upcoming if the term is valid after today’s date 

Public users can select ‘Apply’ from here to access and submit the form associated with this vacancy.  

In addition, the option to apply the Committee in general, without specifying a position or term details, can be 
enabled to display on the top right for individual Committees. This button will show regardless of which tab is 
selected for the Committee. Position and term details for applications of this type are provided later in the approval 
workflow, prior to adding a successful applicant to the position. 



Meetings 

 

The meetings tab provides a view of current and upcoming meeting and of archived meetings, allows at a glance 
meeting details and access to published meeting documents and videos. 

This tab can be hidden if you are not using the PrimeGov Meeting Management features. 

Documents 
When one or more documents are set to show in the Boards and Commissions portal for the selected Committee, a 
Documents tab will be shown 

 



Document details as well as the option to view the document in the browser or download the document are 
provided. Only a PDF version of the document can be downloaded from the portal 

View All Boards and Commission Vacancies 
At the top of the main portal page is a link to view all Boards and Commissions vacancies.  

 

 

This loads a new page showing all advertised terms for all Committees. As this list of vacancies has the potential to 
be a large list, we have provided filters across each column. Information shown here is: 

- Committee 
- Position Name 
- Term Start Date (or ‘To be confirmed’ when a position is advertised without a specific term) 
- Term End Date (or ‘To be confirmed’ when a position is advertised without a specific term) 
- Status – Current is the term is valid on today’s date, Upcoming if the term is valid after today’s date 

Public users can select ‘Apply’ from here to access and submit the form associated with this vacancy.  

Users can return to the main page of the portal by selecting ‘Back to Boards and Commissions’.  



Committee Manager Administration 

Multiple new admin supports have been added to help cater for set up and configuration for each client using 
Committee Manager. Options available include: 

• Custom entries for appointing entity, nominating entity and training options 

• Custom options for application status values, used in workflow configuration 

• Management of user and committee fields – including the ability to add custom fields for users and 
committees, and controls to enable/disable these fields for public portal use 

• Management of templates for reports to allow a greater freedom in report format for document-based 
reports 

To access the administration area for Committee Manager: 

1. Navigate to Admin -> System Administration -> Committee Manager 
2. You will be brought to the Committee Manager admin area and presented with a number of tabs, each 

detailed below 

 

Manage Nominating Entities 
This area is used to provide the options that will be available for selection in the ‘Nominating Entity’ field when 
managing positions in the Committee.  

1. From the Committee Manager Admin area select the ‘Nominating Entities’ tab 
2. You will be presented with the list of existing nominating entity values 
3. To add a new entry: 

a. Select ‘Add Nominating Entity’ 

 
b. Enter the title for the new entry and select ‘Add Entity’ 

 
c. New entry is added to the list 

4. To edit an existing entry, select the edit icon,  
5. To delete an existing entry, select the delete icon,  

Manage Appointing Entities 
This area is used to provide the options that will be available for selection in the ‘Appointing Entity’ field when 
managing positions in the Committee.  

1. From the Committee Manager Admin area select the ‘Appointing Entities’ tab 
2. You will be presented with the list of existing appointing entity values 

  



3. To add a new entry: 
a. Select ‘Add Appointing Entity’ 

 
b. Enter the title for the new entry and select ‘Add Entity’ 

 
c. New entry is added to the list 

4. To edit an existing entry, select the edit icon,  
5. To delete an existing entry, select the delete icon,  

Allow Appointing Entity Options On Terms 
Some cities have a requirement to store the appointing entity within the term itself, and not just at the position 
level. To allow the ‘Appointing Entity’ field to be stored within each term: 

1. Enable ‘Enable Appointing Entity options on terms’ option in the Appointing Entities tab in Committee 
Manager Admin  

 

Manage Training Types 
This area is used to provide the options that will be available for selection when adding training requirements to 
positions and when adding training completed for users. 

1. From the Committee Manager Admin area select the ‘Training Types’ tab 
2. You will be presented with the list of existing training values 
3. To add a new entry: 

a. Select ‘Add Training Entry’ 

 
b. Enter the training type and training title for the new entry and select ‘Add Training’ 



i. An optional validity period in years and months can be added. This period will be used to 
calculate any training certification expiration when adding a training entry to a user. If 
left blank no expiration will be calculated 

  
c. New entry is added to the list 

4. To edit an existing entry, select the edit icon,  
5. To delete an existing entry, select the delete icon,  

Manage Application Status 
This area provides values for the workflow configuration to use when setting the status of applications as they move 
through the workflow steps. Values are read from here when configuring workflow steps. The status of an application 
is then updated as it moves through the workflow and is displayed on the applicants’ board. 

  



1. From the Committee Manager Admin area select the ‘Application Status’ tab 
2. You will be presented with the list of existing application status values 
3. To add a new entry: 

a. Select ‘Add Application Status’ 

 
b. Enter the title for the new entry and select ‘Add Status’ 

 
c. New entry is added to the list 

4. To edit an existing entry, select the edit icon,  
5. To delete an existing entry, select the delete icon,  

Manage User Fields 
The manage user fields area has two primary tasks: 

• Allows you to add custom fields to the user profile. These fields will be available for all population in all 
users 

• Allows you to manage which user fields appear on the internal user profile, in members and applicants and 
on the public portal 

o Internal user profile - A user profile view is available from the member and applicant’s area and 
from the manage positions area 

o Portal - A profile view is available from the public pages for any member on a Committee 

Add New User Custom Field 
1. Select ‘Add Custom Field’  
2. Select ‘New’ to create a new custom field or ‘Existing’ to select an existing custom field that you want to 

associate with users 
If creating a new custom field: 

a. Populate the fields 
i. Name (required) – a system name for the custom field. This name will be used in 

workflow, forms and other locations within the system to refer to this custom field. 
Names can only contain letter, numbers, periods and underscores 

ii. Label Text (required) – the text that will appear in the user profile and the public portal 
as a label for this field 

iii. Help Text – this text is used in locations where a tooltip is provided for the field  
iv. Field Type, one of: 

1. Rich Text – full editor capabilities, allows for formatting and richer content 
2. Text – plain unformatted text, provides three additional fields to optionally 

specify 
a. Placeholder – sets placeholder text for the field 
b. Min Length – sets a minimum length required to save a value to the field 
c. Max Length – sets a maximum length limit to save a value to the field 

3. Select – provides a set of values for selection. Options for the selection can be 
provided in this dialog when ‘Select’ type is entered. 

  



To add a new option, select the add icon ; to edit an existing entry, select the 
edit icon ; and to remove an existing entry, select the delete icon  

 
v. Required – determines if the user information can be saved from the user profile without 

providing a valid value for this field 
vi. Show on internal member profile – select this option to show this field in internal user 

profile 
vii. Show on public member profile – select this option to show this field in the user profile 

on the public portal 
b. Select ‘Save’ 

If using an existing custom field: 
a. Select the existing field from the ‘Custom Field’ drop down 
b. Select ‘Save’ 

3. The new custom field will appear in the list of ‘Custom User Fields’ 

Manage Default User Fields 
Default system fields are displayed here to provide controls to show/hide these fields on the user profile and on the 
portal. Default system fields cannot be re-arranged to adjust their order of appearance. 

1. Select the edit icon  
2. Turn each option for user profile or portal on or off as required 

a. Show on user profile – select this option to show this field in internal user profile 
b. Show on portal – select this option to show this field in the user profile on the public portal 

 
3. Select ‘Save’ 

Manage Custom User Fields 
Custom fields can be updated after initial creation and can be reordered to adjust the order the fields appear on the 
user profile and public portal. 

1. To reorder a custom user field, which will control the order they appear on the internal user profile and on 
the portal – select the reorder icon and drag the field to the required location 

2. To edit a custom user field, select the edit icon . All fields provided when creating the custom field are 
presented. Name and field type cannot be edited after initial creation, all others can be updated as needed. 
Select ‘Save’ when complete. 

3. To delete a custom user field, select the delete icon  and confirm your deletion 

Manage Committee Fields 
The manage committee fields area has two primary tasks: 

• Allows you to add custom fields to the committee profile. These fields will be available for all population in 
all committees 

• Allows you to manage which committee fields appear on the public portal for the Committees 

  



Add New Committee Custom Field 
1. Select ‘Add Custom Field’  
2. Select ‘New’ to create a new custom field or ‘Existing’ to select an existing custom field that you want to 

associate with users 
If creating a new custom field: 

a. Populate the fields 
i. Name (required) – a system name for the custom field. This name will be used in 

workflow, forms and other locations within the system to refer to this custom field. 
Names can only contain letter, numbers, periods and underscores 

ii. Label Text (required) – the text that will appear in the user profile and the public portal 
as a label for this field 

iii. Help Text – this text is used in locations where a tooltip is provided for the field 
iv. Field Type, one of: 

1. Rich Text – full editor capabilities, allows for formatting and richer content 
2. Text – plain unformatted text, provides three additional fields to optionally 

specify 
a. Placeholder – sets placeholder text for the field 
b. Min Length – sets a minimum length required to save a value to the field 
c. Max Length – sets a maximum length limit to save a value to the field 

3. Select – provides a set of values for selection. Options for the selection can be 
provided in this dialog when ‘Select’ type is entered. 

To add a new option, select the add icon ; to edit an existing entry, select the 
edit icon ; and to remove an existing entry, select the delete icon  

 
v. Required – determines if the user information can be saved from the user profile without 

providing a valid value for this field 
vi. Show on public committee profile – select this option to show this field in the committee 

profile on the public portal 
b. Select ‘Save’ 

If using an existing custom field: 
c. Select the existing field from the ‘Custom Field’ drop down 
d. Select ‘Save’ 

3. The new custom field will appear in the list of ‘Custom Committee Fields’ 

Manage Default Committee Fields 
Default system fields are displayed here to provide controls to show/hide these fields on the public portal. Default 
system fields cannot be re-arranged to adjust their order of appearance. 

1. Select the edit icon  
2. Turn the option for ‘Show on portal’ on or off as required 

 
3. Select ‘Save’ 

  



Manage Custom Committee Fields 
Custom fields can be updated after initial creation and can be reordered to adjust the order the fields appear on the 
public portal. 

1. To reorder a custom committee field, which will control the order they appear on the public portal – select 
the reorder icon and drag the field to the required location 

2. To edit a custom committee field, select the edit icon . All fields provided when creating the custom field 
are presented. Name and field type cannot be edited after initial creation, all others can be updated as 
needed. Select ‘Save’ when complete 

3. To delete a custom committee field, select the delete icon  and confirm your deletion 

Manage Report Templates 
Two reports provided by the Committee Manager Reporting feature will produce a document. Contents and 
appearance of this document can be controlled in the ‘Local Appointments List (Maddy)’ and ‘Vacancy Report’ tabs 
of the Committee Manager Admin area. 

Each report is broken into multiple portions, where each portion can be configured separately. These portions are 
used as the report is generated. Required static content and magic codes can be used, together with the options 
provided in the rich text editor, to configure the contents of this report per client.  

New magic codes related to Committees, Positions and Terms have been added to support the generation of 
required contents in these reports. 

A default report layout is provided with the product. If you wish to make adjustment to this provide templates: 

1. Enter the required content, magic codes and formatting into each section of the template 
2. Select ‘Save’ when complete to store the template content 

 

  



Local Appointments List (Maddy) 
A document report showing information for each position with all Committees. Specified position and member 
information is displayed for every valid term in each position within the date range provided. 

The available areas for this template are: 

• Report Cover Content – appears once per report. This content will be placed at the start of the report 

• Committee Intro Content – appears once per Committee. This content will be placed at the start of each 
new Committee that appears in the report 

• Position Header – appears following the Committee Intro Content, prior to the list of positions  

• Position Content – appears once per relevant position/term in the report. This content will appear after the 
Committee Intro content, per position/term that meets the report criteria 

• Report End Content – appears once per report. This content will be placed at the end of the report 

Vacancy Report 
A document report showing vacancy information for Committee. Information is divided into 'Current Vacancies' 
(positions that are empty today) and 'Upcoming Vacancies' (positions that will become vacant within the date range 
provided). 

The available areas for this template are: 

• Report Cover Content – appears once per report. This content will be placed at the start of the report 

• Committee Intro Content – appears once per Committee. This content will be placed at the start of each 
new Committee that appears in the report 

• Current Vacancies Header – appears once per Committee, following the Committee Intro Content. This text 
will be the header for the list of vacancies that are currently open 

• Current Vacancies Content – appears for each vacancy that is open in the committee today 

• Upcoming Vacancies Header – appears once per Committee, following the Current Vacancies Content. This 
text will be the header for the list of vacancies that will become vacant within the date range provided 

• Upcoming Vacancies Content – appears for each vacancy that will become vacant in the date range provided 

• Report End Content – appears once per report. This content will be placed at the end of the report 

Magic Codes Available 
Committee Magic Codes 
All system fields that are available for a Committee are available as a magic code for selection, these are: 

• Committee Name 
• Committee Type 

• Committee Description 

• Committee Active From – includes support for date formatting options, see FreshDesk  

• Committee Active To – includes support for date formatting options, see FreshDesk 

• Committee Location 

• Committee Max Terms 

• Committee Liaison 

• Committee Eligibility 

Position Magic Codes 
Most system fields that are available for a position are available as a magic code for selection, these are: 

• Position Name 

• Position Subtitle 

• Position Type 

• Position Nominating Entity 

• Position Appointing Entity 

• Position Initial Term Length 

• Position Max Term Length 
• Position Training – a list of all entries saved within the position 

• Position Qualifications 

https://primegov.freshdesk.com/support/solutions/articles/14000058657-magic-codes-date-time-formating
https://primegov.freshdesk.com/support/solutions/articles/14000058657-magic-codes-date-time-formating


Term Magic Codes 
Most system fields that are available for a term are available as a magic code for selection, these are: 

• Term Length – calculated from the start date to the end date provided for the term 

• Term Start Date – includes support for date formatting options, see FreshDesk 

• Term End Date – includes support for date formatting options, see FreshDesk 
• Term Status, one of: 

o Filled – if the term has a member assigned 
o Vacant – if the term has no member assigned and the previous assigned member was marked as 

‘vacated’ or if there has been no previous term where a member was assigned 
o Expired – if the term has no member assigned and the precious assigned member completed their 

term and was not marked as ‘vacated’ 

• Term Member – if a member is assigned, the name can be entered in the report 

• A number of magic codes relating to the previous term in the position: 
o Term Previous Start Date – includes support for date formatting option, see FreshDesks 
o Term Previous End Date – includes support for date formatting options, see FreshDesk 
o Term Previous Member – if a member is assigned to the previous term, the name can be entered 

in the report 

• An additional new magic code to cater for instances in reports where the pervious term name is used when 
the current term has no member assigned  

o Term Previous/Current Member – allows for flexibility in the report. If the relevant term has a 
member assigned the current member name will be included. If the current term does not have a 
member assigned, the previous term will be reviewed for a member to include. Population of other 
user fields in this portion of the report will also default to the values stored for the current or 
previous member when this field is used 

Custom Field Magic Codes 
All user and committee custom fields can be referenced in the reports by entering a magic code in the format 
{{customfield.nameoffield}}, where nameoffield is the name given to the custom field when creating it – custom field 
name must be in all lowercase to function correctly. These fields will be replaced with the relevant value on report 
generation. 
 

Committee Level Applications 
The product supports the ability to allow Committee level applications, applications where the public can apply to a 
Committee without specifying a position or term. This can be enabled in the preferences tab for each Committee. 

In the admin area we provide the ability to set the form that is required for the general Committee level applications 

 

https://primegov.freshdesk.com/support/solutions/articles/14000058657-magic-codes-date-time-formating
https://primegov.freshdesk.com/support/solutions/articles/14000058657-magic-codes-date-time-formating
https://primegov.freshdesk.com/support/solutions/articles/14000058657-magic-codes-date-time-formating
https://primegov.freshdesk.com/support/solutions/articles/14000058657-magic-codes-date-time-formating


Permissions 

A new of new permissions have been added to the system  

• System Permissions -> Committee Manager – Provides permission to view the ‘Committee Manager’ option 
in System Administration  

• System Permissions -> View Committee Manager Dashboard & Reports – Provides permission to view the 
‘Dashboard & Reports’ area under Committee 

• System Permissions -> View All Members & Applicants – A global permission to view Members & 
Applications for all Committees 

• System Permissions -> Manage All Committee Documents – A global permission to manage Committee 
Documents for all Committees 

• Committee Permissions -> View Members & Applicants – An individual Committee permission to view 
Members & Applicants for a single Committee  

• Committee Permissions -> Manage Committee Documents – An individual Committee permission to 
manage the documents stored in the Committee 

Existing Committee permissions were also updated to apply existing permission rules to new functionality in the 
Committee details and positions area: 

• System Permissions -> View All Committees 

• System Permissions -> Edit All Committees 

• System Permissions -> Manage All Committee Positions 

• Committee Permissions -> View Committee 

• Committee Permissions -> Edit Committee 

• Committee Permissions -> Manage Positions 

  



Forms & Workflow Configuration 

Forms 
There were no changes to the current form functionality made during Committee Manager, however there are some 
minimum requirements for forms to use the Committee Manager functionality. The following needs to be provided 
by the form: 

- Email address 
- First Name 
- Last Name  
- Position ID 

Workflow Configuration  
A number of new options have been provided to support Committee Manager functionality: 

Create Application From Form 
One of the first required steps in any applicant processes within Committee Manager. This step takes the information 
from the form and creates an ‘applicant’ entry in the system. All information provided in the form is saved and the 
applicant profile will be populated with the details. Applicant entries are required for an applicant to show in the 
‘Applicants’ tab within ‘Members & Applicants’ 

o Inputs 
▪ Requires a form id to gather all information for the applicant 
▪ Form is required to provide an id for a term within a position 

o Output 
▪ Related application entry is created within the system 

 

Change Application Status 
This step can be used multiple times as the application is moved through the workflow. The current status of any 
application can be viewed on the ‘Members & Applicants’ board, this step allows you to specify the status of any 
applications as it is updated on the workflow. Options available in this step are read from the ‘Application Status’ 
area in the Committee Manager Admin area. 

o Inputs 
▪ Application ID for application to update 
▪ New status to set for the application  

o Output 
▪ None 



 

Add Document to Application 
As the application moves through the workflow, there will be a need to create one or more documents related to 
the application. Separate to the current ‘Create Document From Form’ which creates the document, the ‘Add 
Document to Application’ step allows you add these created documents to the application. These documents can be 
viewed from the user profile in the Members & Applicants area of the product. 

o Inputs 
▪ Application ID for application to update 
▪ Reference for document to be added to the application  

o Output 
▪ None 

 

Update Application Position 
This step is required to be in the workflow definition where an application is made the Committee or position level. 
This step allows the user to provide the final position and term date details for the selected applicant. This step can 
also be added to workflows where the position and term details are known from the application, but we wish to 
provide the option to update during the workflow. 

When this step is selected the user will be prompted to provide position and term dates for the workflow. Some 
validation will be run to ensure that there is no current filled position within this date range. Workflow variables are 
updated as a result of this step. These variables are then used in the ‘Add Member to Position’ step. 

Note: Dates provided in this dialog are used when adding a member to a position. If the term dates used overlap 
with any existing edited or advertised unfilled term, these terms will be removed and any advertised terms will no 
longer show on the public portal 

  



o Inputs 
▪ Application ID for application to update 
▪ Position workflow variable to store the required position  
▪ Start Date workflow variable to store the required start date for the term 
▪ End Date workflow variable to store the required end date for the term 

o Output 
▪ None 

 

Email Features 

New email functionality has been added to support additional new features added within the application. Email 
automation is accessed in multiple locations across the application and supports three features – send email, 
recommend position, and assign training. In all cases, details of the email that has been sent is stored in the system 
audit log and can be retrieved if required.  

Send Email 
Opens the basic email dialog with the selected user(s) populated in the ‘Send To’ field.  

The user can provide: 
- Additional addresses in the ‘Send To’, CC or BCC fields 
- Reply Address – optional field, allows the user to specify their own email address for the receiver to reply 

to. All emails sent from the system will come from the system email address. 
- Subject  
- Message content in a rich text editor 
- Attach Files – allows the user to add attachments to the mail prior to sending 

 



 
Recommend Position  
Allows the user to select a Committee, Position and Term to recommend, then opens the system email dialog with 
the selected applicants email address populated in the ‘Send To’ field and pre-set text to recommend the position 
to the applicant, a link to the relevant form for applications will also be provided where available  

 
 

 

Assign Training  
Allows the user to select the Training and required completion date, then opens the system email dialog with the 
selected applicants email address populated in the ‘Send To’ field and pre-set text to inform the applicant of their 
training requirement 
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