
Drafting Legislative Files (Word Text Editor)

Overview

This quick reference guide provides step-by-step instructions on how to draft a legislative file. The
drafting process in Legistar is the same for any type of legislative file or agenda item you create. The
steps in the process listed are generic in nature and might change based on your installation. Within the
Legistar workflow, anyone who drafts files and creates agenda items is called a “drafter”.

Step 1: Create a new legislative file
1. Click Files from the left menu to open the Files module.

2. Click New. The File ID, Status, Type, In Control, and File Created fields auto-complete with default
settings. This default content is set in Tools > Local Settings > Legislative Files.

3. Select the Agenda Date, if known.

4. Click Save.

Step 2: Drafting legislative file text using Microsoft Word

The Text File tab displays the text of the legislative file. This guide explains how to enter file text using
Microsoft Word.

1. Click either Edit (to open the legislative file) or Import (to import a Word document for use as your legislative
file). Microsoft Word opens.

2. Locate the Legistar toolbar under the Add-Ins tab.
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Step 6: Create an Approval Tracking Request

Note: Skip this step if you are not using ATS.

1. Open a legislative file and verify you are in Edit Record mode.

2. Click the Approval Tracking tab.

3. Click the Add Sequence drop-down button and select an approval sequence from the menu available. This
sequence contains the list of approvers for this file.

If necessary, you can add an approver to the list:

i. Click New on the bottom of the screen.

ii. On the right side of the screen, select an Approver Body.

iii. Select an Approver Name.

iv. Enter the number of Due Days.

v. Select an Email Template.

vi. Click Save on the bottom of the screen.

vii. If necessary, reorder the approvers using the up and down arrows.

Note: You can also select an existing approver and click Delete to remove them from the
sequence if necessary.

4. Click Start. This does the following:

i. Email Notification: An email is sent to notify approvers of pending items with a hyperlink to the
Approval Response Web form. The email has a standard message that your Legistar system administrator
can modify.

ii. Timestamp: The program automatically inserts the current date and time into the Requested Date
field. This is not editable.

iii. Approval Status Update: The file status changes to ATS Review.
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Note: After you start the approval tracking process, only the approval requester and assigned
approvers can edit the file until the approval process is complete.

Note: If you want to edit a file or add additional people to the approval sequence after sending it for
approval, click the Approval Tracking tab and click Pause to pause the approval process. This enables
you to edit the file or modify the sequence.

Step 7: Search for legislative files

Note: You must be in Search Mode before you can locate a file; click the Clear button at the top of the
screen at any time to return to Search Mode. This does not delete information, it simply removes all the
information from the screen so you may search again.

1. Enter search criteria in any of the fields at the top of the screen (e.g., Type, Status, In Control).

2. Click Search. If there is more than one record found, click Yes to display all records.

3. Click a record in the list to open it.

EZ Text Search:

Enter keywords in the EZ Text Search field. Click the magnifying glass icon to open a text box for
further defining your search. EZ Text Search only searches through legislative file text fields, and also
the text and titles of attachments; drop-down and date fields are not searched. Also, EZ Text only pulls
up exact phrases to your search text.

Date Range and Wild Card Searching:
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Within the Search menu in any Legistar modules, you can use the following date range search tools
alone or in conjunction with the date entry shortcuts:

Item Description

>
Enter ”>” before a date or shortcut, i.e. “>1/1/2013” to find a
date greater than or after the entered date or number.

<
Enter ”<” before a date or shortcut, i.e. “<1/1/2013” to find a
date less than or before the entered date or number.

*
Enter an asterisk * at the end of the search term to only
search for records that return results beginning with the
search term. For example, enter 13-02*.

?
Enter in place of a character when you are searching for more
than one spelling of a term, for example, “peter?n” will return
Peterson and Petersen.

##/##/#### to
##/##/####

Enter ”##/##/#### to ##/##/#### ”, i.e. “01/01/2013 to
08/21/2013” to find a specific number of dates within the
range.

>>Next: Approving Legislative Files
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