
Custom Report and Document Generation in
Boards and Commissions

This powerful new tool uses templates made to your specifications by our Design Team featuring appointment, board,
people, or system-wide data. This new feature can be used to generate reports specific to your jurisdiction's needs as
well as personalized documents (welcome letter, oath of office statement, thank you for applying, etc.) to applicants or
new appointments. The new Documents tab in the top menu takes you to the Documents Library, where you can
access previously generated documents as well as create new ones. The Generate a Document button opens a form
that enables you to generate custom reports and documents. You’ll be able to select the type of data to be used in the
report or document, then select a template from among those uploaded to your site by our Design Team. The
Documents Library will display a table of generated reports with the template name, the data from which the report was
generated, the format, the status, and the date created.

Note: This feature requires custom templates created and uploaded by Granicus. Please contact your client executive if
you are interested in purchasing custom templates. Everyone can use the existing system-wide reports.

Creating Documents from the Generate a Document Page

From the Documents Library, you'll click the Generate Document button. On the Generate a Document page, select
the appropriate tab to create a Boards, People, Appointments, or System-wide report. If you do not have any
templates uploaded for a tab, you'll see a system message informing you of this.

Use the drop-down menu to select the data you want to include in the report. This example shows selection of
boards for a custom board report:
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The selected boards display below the menu. Use the x icon to remove any from the report. Next, you'll choose the
template from the Select Template drop-down menu, which will display all of the templates uploaded for this type
(Boards, People, and Appointments will contain only custom templates, while the System-wide tab's menu will have
the generic system-wide reports as well as any custom templates).
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After selecting the desired data and a template, you can choose between available file types using the icons to the
right of the template menu. When you're satisfied with your choices, click the Generate A Document button.

You'll be redirected to the Documents Library. The report will display in the library table with the template name, the
data for which the report was generated, the format, and the date created. Click the download cloud icon to
download the document, or click the trash can icon to delete the report from the document library.

Generating Custom Documents from the Boards, Appointments, and People Pages

You can also generate a custom documents from the Actions menu on the Appointment, People, and Boards pages.
This gives you a quick way to generate custom documents for individual people, appointments, or boards.

Boards Page

To generate a custom Board document, go to the Boards page, open a board from the list on the left, and click the
Board Actions menu. Within this drop-down menu, there is an option to generate a Custom Report. Selecting this
option will redirect you to the Generate A Document page. The Generate A Document page will have the document
board tab opened with the board selected in the Board drop-down menu. You can then select the template type and
file format (PDF or DOC) and generate the document.

The generated report will also be linked at the bottom of the Board Details page.
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Appointments and People Pages

To create custom Appointment or People reports, click an individual name from either page. The application opens in
the pane on the right. Click the Actions drop-down menu and select Generate Custom Report. Selecting this option
will redirect you to the Generate A Document page. The Generate A Document page will have the document type tab
(People or Appointment) opened with the name selected in the corresponding drop-down menu. You can then select
the template type and file format (PDF or DOC) and generate a document.

The generated report will be linked in internal tracking section of the application.

You can also generate a report with more than one name by selecting the checkboxes to the left of one or
more individual names from either page. Selecting the checkboxes will display the Group Actions menu on the right.
Select the Generate a Custom Report option, which will redirect you to the Generate A Document page with the
names selected in the corresponding drop-down menu.
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