7 GETTING STARTED

With CiviX Author you can create a new Bylaw or an Amendment Bylaw:

7.1 Create a New Bylaw

To create a new Bylaw:

1. Open the File menu and choose New, or click on the new document icon
File Edit Find Project Options Tools Document
[0 New.. Ctrl+N

2. Open the Framework templates folder and select the Bylaw Template for your jurisdiction.
Click Create:

A New K

Choose a file template

Type filter text
Recently used

New Document

Global templates
- Framewaork templates
4 fraser_fort_george

<3 FFG_Amendment_Bylaw_Template
<> FFG_Bylaw_Template [fraser_fort_george]
nanaimo
north_cowichan
north_vancouver
regional_district_nanaimo

victoria

Name: FFG_Bylaw_Template
- T
<@ Extension: xml

Category: fraser_fort_george

@ < Back Customize > Cancel

Alternatively, open the template from the Recently used folder:

A New e

Choose a file template

Type filter text
E Recently used

<> FFG_Bylaw_Template [fraser_fort_george]

3. The template opens in the Author document window as an “Untitled” document.
# Untitled1xml X
CiviX Municipal User Guide, Part 7 Getting Started, QP, Digital Publishing, Victoria, B.C.



Use Save As to save the document to the appropriate folder in your directory with a new name,
e.g., “2151 Bylaw.xml”

The template contains the standard elements and content for a new bylaw such as bylaw number, bylaw title,
preamble, section, approvals and signature block:

2151 Bylaw.xml x q

WHEREAS

rdffg:bylaw  byl:bylawno

AND WHEREAS

NOW THEREFORE the Board of Directors of the Regional District of Fraser-Fort George, in open meeting assembled, enacts as follows:

» marginalnote

num rtextq

»READ A FIRST TIME ON « + month« rday« ryearaq

*READ A SECOND TIME ON« » month« rday« ryear««
»READ A THIRD TIME ON« » month« vday« ryearqq

»ADOPTED ON«: » month« »day« ryearq«

»emame 4, »Chairpersona« remame 4, »Corporate Officera«

To enter a bylaw number, click in the bylaw number element and enter the number:
BYLAW NO. | / > BYLAW NO. 2151
Note: The bylaw number element’s content and format is variable across municipalities.
Click in the title element placeholder and enter the bylaw title:
) [TITLE >  New Bylaw

Click in the preamble text element after “WHEREAS” and enter text as required:

WHEREAS | 2 WHEREAS Council may by bylaw, establish

Use the Tab key to navigate to the first node of the section element, the marginal note. Enter text as required.
Hit the Tab key twice to navigate to the text node and enter text as required. (Skip the number element for now.
The automated numbering function can be used to number the bylaw provisions.)
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}marginalnote« »Officer positions«
num »text« num The following officer positions are established:|<1

10. When you're ready to add a new element, such as a paragraph, ensure the cursor position is in the section text
node, open the green Bylaw Elements toolbar and click on the Add Paragraph button.
Alternatively use the shortcut keys Alt + P:

"v

Add Paragraph Alt+P

. . rOfficer positions«
»Officer positions:« num The followi i iti tablished: ¢
num :The following officer positions are established:}s > € foflowing officer positions are established:

(rmum <) l>|text<1

11. Enter text in the new paragraph element as required.
At the end of the sentence, hit the Enter key to add a new paragraph element below:

»Officer positions: »Officer positions:
num The following officer positions are established:« num The following officer positions are established:«
(»mum 1) »Chief Administrative Officer;|<1 - (»num 1) »Chief Administrative Officer;«
=) (>numaq) D|text<1

12. To number / renumber the document, use the F11 key, or open the Actions menu and click on the
Renumber Document button:

nv

4 Renumber Document

+Officer positions«
1 :The following officer positions are established:«
(ra4) »Chief Administrative Officer;«
(vb4) »Director of Corporate Services.«

13. Continue building your document by adding elements from the green Bylaw Elements menu,
e.g. Section Subsection:

m Add Section Subsection Alt+B
[ e
Section Subsection
num (r14) rtexts«
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14. With cursor position in the subsection text element, use the Enter key to add a new like-element (subsection)

below:
rAgreements« rAgreements«
num (v»1q) t>|text<1 N num (»14) »texts«

(>num <) vltextd

15. Use the Move Right button (Alt + right arrow keys) to demote a subsection to a paragraph:

kd Move Right
rAgreements« rAgreements«
num (»14) »text« > num (»14) »text«
(»num-<) r>|text<1 (>nmum <) r>|text<1

16. Use the Move Left button (Alt + left arrow keys) to promote a paragraph to a subsection.
ke Move Left

rAgreements« »Agreements-
num (»14) »text« > num (»14) »texts
(>num <) t>|text<1 (P num~<) >|text<

17. Enter content into the text elements as required, and use the Renumber Section button (Alt + F11) to number the
child elements in the current section, i.e. subsection and paragraph numbers:

L Renumber Section

rAgreements:
num §(»14) rCourcil delegates

(ra4) ppurchasing
(»b¢) Broadside it

(r24) vCounicil delegates

18. Use Renumber Document to number or renumber the entire document, including section numbers, their child
elements, and part and division numbers:

E! Renumber Document
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»Officer positionk«
1 The follovling officer positions are establishe
t (ra4) HChief Administrative Officer;«
(»b4) vDirector of Corporate Services.«

»Agreements«
2 (»14) rCoulpcil delegatesq
(raa)frpurchasing budgeted goods and s
— (vba)frroadside litter collection;«

(+2¢) rCoupcil delegates to the Director of Pat

19. When you have finished drafting your document, open the Export toolbar to export the document to other formats
such as Word or PDF:

@ Export to Other Formats Ctrl+9

7.2 Create an Amendment Bylaw

To create an Amendment Bylaw:

1. Open the File menu and choose New, or click on the new document icon
File Edit Find Project Options Tools Document
[0 New.. Ctrl+N

2. Open the Framework templates folder and select the Amendment Bylaw Template for your jurisdiction.
Click Create:

A New x

Choose a file template

Type filter text
Recently used
New Document
Global templates
4 Framework templates
4 fraser_fort_george
<> FFG_Amendment_Bylaw_Template [frazer_fort_george]
<3 FFG_Bylaw_Template [fraser fort george]
nanaimo
north_cowichan
north_vancouver
regional_district_nanaimo

victoria

Name: FFG_Amendment_Bylaw_Template
- - - -
@ Extension: xml

Category: fraser_fort_george

@ < Back Customize > Cancel
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Alternatively, open the template from the Recently used folder:

3 New x

Choose a file template

4 Recently used &2

<3 FFG_Amendment_Bylaw_Template [fraser_fort_george]

3. The template opens in the Author document window as an “Untitled” document.

@ Untitled1.ooml

4. Use Save As to save the document to the appropriate folder in your directory with a new name,
e.g. Save As: “2151 Amend.xml”

5. The template contains the standard elements and content for an Amendment Bylaw such as bylaw number, bylaw
title, preamble (enacting clause), amending section, approvals and signature block:

® 2151 Amend.xml x

ncow:bylaw byl:bylawno

Bylaw Number
Bylaw
l Preamble (enacting clause) l TITLE

The Council of the Corporation of the District of North Cowichan enacts as follows:

»READ a first time on <> » month« »day« ryear««

»READ a second time on« » month« »day« »year«« ‘* Pzs l
*READ a third time on« + month+« rday« vyearq«

»ADOPTED on« » month« »day« »yearq«

Signature Block

rbmamed, »Mayorad »»named, »Corporate Officerd«

6. To enter the bylaw number, click in the Bylaw Number element and enter the number:

Bylaw | - - Bylaw 2151

Note: The bylaw number element’s content and format is variable across municipalities.

7. Click in the Title element placeholder and enter the bylaw title:

=) [TITLE 5> Amendment Bylaw, 2018
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8. Click in the amending section text element and type in content as required.

1 Dltextq > 1 Section 7 is repealed.

9. To add an amending section below, hit the Enter key at the end of the sentence, or open the Amending Elements
toolbar and click on the Amending Section button (Alt + 7):

ﬂv

- Add Amending Section

1 :Section 7 is repealed.:

1 Section 7 is repealed.) R

num ltext-

10. When the amendment is adding a provision to the bylaw, e.g. a new section, position the cursor in the amending
text, open the Bylaw Elements menu and add a section inside the amending section.

The section element displays in blue in the Author environment as a visual aid in the drafting process to help
differentiate between bylaw elements inside the amending section (the subject of the amendment) and bylaw
elements that are at content level:

Bl Add Section

= num »The followi tion is added:
num »The following section is added: rihe following section Is added:«

11. Enter content in the section marginal note, number and text nodes; then, add a new amending section with the
Amending Section button or shortcut keys (Alt + 7)

- Add Amending Section

num The following section is added:« - 1 Section 7 is repealed.-

»Dog kennels-

19 A dog kennel must be | *Dog Kennels«

19 A dog kennel must be «

num :text-

12. For amendments which involve striking out and replacing words, enter content as required in the amending section,
e.g. “Section 21 is amended by striking out”:

&

num :Section 21 is amended by striking out|<1
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13

14

15

16

17

18

19

. Open the Amendment Elements toolbar and insert Double Quoted Text (Alt + Q):
-

[<*] Add Double Quoted Text

num rSection 21 is amended by striking out "> in:doublequoted «"«

. Enter text in the Double Quoted element, e.g. “school”:

num Section 21 is amended by striking out "»schooll<"
. Hit the Tab key to move outside the quoted text element, add a space if required:

num Section 21 is amended by striking out "»school<" |«

!

. Continue entering content in the amending section text:

num Section 21 is amended by striking out "»school«" and substituting |-

. Add a second Double Quoted text element and repeat step 14 and 15.

num Section 21 is amended by striking out "»school«” and substituting "»learning centre«"}

. When you’re ready to add a new element, such as another amending section or an amending paragraph, ensure the
cursor position is in in the section text node and use the buttons or short cut keys to insert.

- Add Amending Section Alt+7
Add Amending Paragraph Alt+8
m Add Amending Subparagraph

. Continue building your document.
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