
HOW TO ACCESS THE ARCHIVE MINUTES AND AGENDAS 
ON CMIS 
 

1  Agendas and minutes published 
prior to the introduction of this 
system on 26 February 2015 can be 
viewed by selecting the link under 
Council and Boards. 

 

 

 

 

2  Click on the bars at the left-
hand side to access the menu 

 

 

 

 
3  Select the appropriate board, 
then the meeting you are looking 
for.  This will open a separate tab 
with the agenda/minute 
 
 
 
 
 
 
 
4  The document will open in 
separate tab 
 
 
 
 
FOR AGENDAS ONLY – FOLLOW 
THE FURTHER STEPS BELOW 
 
 
 
 
 
 
 



 
5  Select the yellow file 
icon at the bottom of the 
item 
 
 
 
6  Press the download button at the top 
right of the screen and download to your file 
explorer or right click the Adobe PDF icon 
and select “save as” 
 
 
 
 
 
 
 
 
 
 
 
 
7  Open up your Adobe application and 
pull up the file 
 
 
 
 
8  Either double click the icon or 
right click mouse and select 
“open file” – this will open the file 
in a new window 
 
 
 
 
 
 
 
 
 
 
Once database open on a separate tab click on the bars on the left-hand side to 
access the menu.  Select the appropriate board then the meeting you are looking for 
- this will open a separate tab with the agenda/minute.  For Agendas only – select 
the yellow file next to the item you require. and the document The report will open in 
separate tab.  Press the download button at the top right and download to your file 
explorer. Or Alternatively, you can right click the yellow file icon and select “save as”.  
Open up Adobe Reader and open file.  Either double click the icon or right click 
mouse and select “open file” – this will open the file in a new window 


