
How to use the upgraded
meetings web portal

This guide explains how to use the 
upgraded meetings web portal. 

Use this guide to find meetings, agendas, minutes, and related 
attachments from 27 April 2026 onwards. 
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1. Understand the portal’s home page

‘Current 
Meetings’ 
shows all 
meetings that 
are currently 
being 
livestreamed, 
and upcoming in 
the next week.

After a meeting 
is held, it moves 
to 'Previous 
Meetings'.

Upcoming 
meetings that 
have not passed 
yet are under 
‘Future 
meetings’.

Search for any 
meeting 
document under 
‘Items’. 



1. Understand the portal’s home page

(i) Previous Meetings

After a meeting ends, it moves from 'Current Meetings' to 'Previous 
Meetings’. Meetings are added to this section as they happen.

The search results will display the most recent meeting first.

1. Select 'Filter Meeting Types' to find past meeting types. Choose a 
meeting to find the documents, recordings and livestream links for 
that meeting.

2. Enter the start date and end date to narrow your search.

3. When you select a filter, the display will update to show the 
documents for those dates.



1. Understand the portal’s home page

(ii) Items

You can also search for meeting documents under the 'Items' tab.

1. Select 'Items'.

2. Click on the icon at the end of the search bar.

3. Click on the drop-down arrow in the 'Filter meeting types' box.

4. Select the meeting or workshop type you are interested in.

Looking for an agenda item, but not 
sure which meeting it belongs to? 

Try searching under the ‘Items’ tab.

Helpful Tip



1. Understand the portal’s home page
(ii) Items

Documents for this meeting will display if they are available.

Click the 'Open' button on the document you want to access.

You can also use the 'Start date' and 'End date' boxes to narrow your 
document search.



2. Find a meeting
Click on the drop-down box in 'Filter Meeting Types'. This will list all 
meeting options, including Council’s advisory committee meetings. 
Select the type of meeting you are searching for.

Select the meeting you are interested in from the drop-down list. This 
will show all current and recent meetings for the option you have 
chosen.



2. Find a meeting
Search results should show all meeting dates and times.

Meetings are listed by date, starting with the earliest.

If no meetings show up in your search, it means there are no current or 
upcoming meetings for the option you selected.



2. Find a meeting
You can select more than one type to search for. 

To clear the search, click the ‘x’ on the right side.



2. Find a meeting
When you find the meeting that you are interested in, you can:

• can access related documents like agendas and minutes; and
• watch the meeting’s livestream or recording.

Click the 'open' button on the far right of the screen.

If there is no 'open' button it means the related documents or 
recording are not yet available.



2. Find a meeting

Viewing Panel
Watch the livestream or 

recording here

After selecting  the ‘open’ button, the meeting’s page will open in a 
new browser tab. Watch the livestream or recording in the top left 
corner of your screen.

Agenda 
Panel



3. Find meeting documents
(i) Order of Business (brief agenda)

After you have found the meeting you are interested in; the Order of 
Business will be the first thing that opens in the Viewing Panel.

This document contains the brief agenda.

Viewing Panel



Find meeting documents
(ii) Business Paper (agenda packet)

The upgraded portal lets you access a meeting’s report, attachments 
and minutes in two ways.

1. From the Agenda Panel
2. From the Files tab

Agenda 
Panel

Files tab



Find meeting documents
(ii) Business Paper (agenda packet)

1. From the Agenda Panel

In the Agenda Panel on the left of the screen, scroll and select an item. 

Agenda 
Panel



Find meeting documents
(ii) Business Paper (agenda packet)

1. From the Agenda Panel

Selecting an item in the Agenda Panel opens that item’s report on the 
Viewing Panel.

The Menu that appears contains the report and relevant attachment/s 
for that specific agenda item.

Viewing Panel

Menu



Find meeting documents
(ii) Business Paper (agenda packet)

1. From the Agenda Panel

Selecting an attachment from the Menu will open it up in the Viewing 
Panel.

To hide or show the Menu from view, simply select the ‘Menu’ button. 
See blue box below.



Find meeting documents
(ii) Business Paper (agenda packet)
2. From the Files tab
You can also view the entire agenda packet as a single document.
Scroll to the top of the Agenda Panel. Select the ‘Files’ tab, then 
‘Business Paper (agenda packet)’. 

Agenda 
Panel

Viewing Panel with the entire packet as a single document



Find meeting documents
(ii) Business Paper (agenda packet)

2. From the Files tab

Use the List on the left inside the Viewing Panel to navigate to different 
agenda items.

Viewing Panel

List



Find meeting documents

(iii) Full Minutes

Scroll to the top of the Agenda Panel. Select the ‘Files’ tab, then select 
‘Minutes (full minutes)’. The meeting minutes will open on Viewing Panel.

Viewing Panel with the full minutes as a single document



Download a document

You can save the PDF document 
to your mobile phone, tablet, 
laptop or computer. Open it with 
Adobe Reader (not your browser) 
and select links to navigate 
through it.

To download any document, 
select the ‘Save’ button located 
in the top-right corner of the 
Viewing Panel.
 
The icon looks like a downward 
arrow on top of a folder.



5. Search within a document

Click on the ‘Search’ button (magnifying glass icon).

Type the word you are looking for. The display bar will tell you how 
many times that word appears.

Use the arrows to find each mention of that word.



6. Find a specific document

Select 'Files'.

In the ‘Search files…’ box, enter the name of, or words relating to, the 
document you are looking for.

All documents with that title or words in the title will appear.
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