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Instructions on how to access 
and navigate the meeting 

Agenda. 

 
The Town of Munster uses CivicPlus software to stream, record, and host Town Hall 
meetings.   
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Figure 1, Home screen 

1) Go to munster.org 
2) From the home screen, click “Agendas & Minutes,” as shown in figure 1. 
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Figure 2 Meeting Menu 

3) This page has a menu of each type of meeting group within the Town of Munster. You 
can click any of the meeting types to access their agendas and minutes.  

a. To Access the most recent meetings, since the beginning of 2026, click, ” 
Meeting agenda and Minutes 2026 to present.”  

b. FYI, this new platform hosts the agendas, the minutes, and the videos all in 
one place. For efficiency, and ease of use,  all meetings will eventually be on 
the new platform. 
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Figure 3 Meeting page 

4) From this window, figure 2, click on the specific meeting date that you are looking 
for. 

a. From this window, you can also filter by category, search for specific content 
using key words, or search through a range of dates. 
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Figure 4 Agenda 

5) From the Agenda page, figure 3, you can access the Agenda, the Agenda packet, the 
meeting video, and several interactive tools. 

a. By clicking on “Agenda” in the top left corner, you will only see the agenda. 
This is typically 2-3 pages, and covers the topics that will be addressed 
during the meeting. 

b. By clicking on “Agenda Packet,” you will see a very large document that 
contains the agenda and every document that is included in this meeting. 
You can access the agenda packet in one of two ways. You can click on the 
blue arrow pointing downward to download the packet to your computer as a 
PDF document. Alternatively, you can navigate the agenda packet by 
scrolling through each page or by using shortcuts in the sidebar that direct 
you to each agenda item.  
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Figure 5 Looking into a specific item 

6) If you are looking to see the information attached to a specific item, under agenda 
packet, scroll through the list of agenda items shown on the left sidebar under the 
“Agenda Packet”. From here you can click on the “memo,” and other documents 
attached to that item. Clicking on the document’s name shown in bold letters, 
highlights that item and opens the attachment in the window to the right. From here 
you can scroll through the pages of that particular agenda item. Clicking on the blue 
arrow pointing down, downloads that document to your computer (but does not 
open it automatically). 
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Figure 6 Interactive tools 

7) Figure 5 shows the interactive tool bar at the top of each page. Moving from left to 
right, the icons allow you to do the following: 

1.  open and close an additional sidebar that has viewing options 
2.  search for a word within the document 
3.  go to a specific page within the document 
4.  zoom out, zoom in  
5. change page ratio 
6. highlight words 
7. type notes onto the page  
8. draw on the page  
9. add an image 
10. open additional tools  

In the additional tools, you can print or save to your computer, any notes you made on the 
page. Navigating away from the page without saving the document will clear any notes or 
edits you made.  
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Figure 7 Meeting Media 

8) Click on the “Meeting Media” icon on the left sidebar to view the meeting live as it is 
occurring.  

9) After the conclusion of the meeting, you can click on the “Meeting Media” icon in the 
left sidebar to view a timestamped recording of the meeting.  


