
CITY OF SOUTHPORT
BOARD OF ALDERMEN

REGULAR MEETING AGENDA
223 E. BAY STREET

March 8, 2022
9:00 AM

Agenda
Please turn off all cell phones

Meetings are open to the public. Face masks and social distancing may be used at the discretion of 
each individual. The Board of Aldermen reserve the right to make changes to this policy, as needed 
to help prevent the spread of the Coronavirus.

If you are not able to attend the Board of Aldermen meetings in person, they will be available for your 
to watch via live-stream on the City of Southport website (https://cityofsouthport.com/board-of-
aldermen-meetings/), Facebook page, and YouTube channel.

ETHICS STATEMENT:

“If any members know of any conflict of interest or the appearance of a conflict of interest concerning 
matters on the agenda, please so state at this time.”

A. Call to Order
B. Invocation
C. Pledge of Allegiance
D. Mayor's Opening Comments
E. Microsoft Surface Tablet-the Basics (Eileen Hennessey) 9:15 a.m.-10:30 a.m.
 1. Familiarize yourself with the tablet. 
F. Civic Clerk Software (Dorothy Dutton) Combined for Overlap
 1. How to use the CivicClerk Board Portal
G. BREAK 10:30 a.m. -10:45 a.m.
H. Audio-Visual Upgrade Possibilities (Allayna Dail)
 1. Possible Audio Visual Upgrades to the Community Building
I. Communications Strategies and Goals (Lisa Anderson)
 1. Communication Challenges and Strategies
J. Adjournment
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Introduction to your new Surface 3 Tablet
March 8th, 2022

CITY OF SOUTHPORT
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Agenda

o Intro to your new Tablet
◦ Care, Power, Charging, Keyboard, Pen

◦ Internet Browser – Microsoft Edge

◦ Microsoft Outlook

◦ OneDrive

◦ OneNote

o Intro to the Civic Board Portal
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Introducing your 
new Surface 3
Tablet

o Ports

o Power

o Charging

o Keyboard

o Pen

o Care 
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What is a Surface 3 Tablet

Your new Surface 3 tablet is a computer developed by Microsoft which is a hybrid Tablet / Laptop 
Device. Surface tablets have a 10.6-inch wide touch screen display and come with USB support, 
dual Wi-Fi antenna, a built-in kickstand to make the tablet stand up by itself, a keyboard and a pen 
to take handwritten notes.

The Surface tablet uses the Windows 10 Professional operating system and is capable of running 
most applications that a Desktop or Laptop computer can run.

It will be primarily used for accessing email (outlook) and the Civic Board Portal

It has been individually configured with your accounts and portal access
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Port Location

Mini Display Port

USB 3 Port

Micro SUB Charging Port

Micro SD Card Slot

Headset Jack

Back Camera and Light
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USB Port

Surface 3 has a full-size USB 3.0 
port that you can use to connect a 
USB accessory such as a printer, 
camera, music player, smartphone, 
mouse, or external hard drive.   

The first time you plug in a USB 
accessory, Windows will install any 
software the accessory requires.  
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Power and 
Charging

1. Plug the Micro USB connector 
into the Micro USB charging port 
with the power cord extending 
downward and the light on the 
connector facing toward you.

2. Plug the full size USB connector 
on the other end of the cord into 
the power supply

3. Plug the power supply into an 
electrical outlet To check the battery level, open the 

desktop and select the battery status 
icon on the right side of the taskbar.  
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Touch Keyboard

1. Connect the keyboard at the 
base of the Surface.  There will 
be an audible “click” once it has 
connected.

2. Your surface works in 2 modes –
Tablet mode and Laptop mode 
– when removing the keyboard, 
you will be prompted for “if” 
you want to use tablet mode.

When you close the Cover, your Surface goes to sleep. Fold the 
Cover back or remove it to use your Surface as a tablet. 

Your surface can also use a full-sized Bluetooth keyboard and 
mouse if you have them.
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Touchpad

1. The touchpad on the Surface 
Type Cover has right-click and 
left-click buttons that work as a 
mouse. The left-click button 
area is larger, while the right-
click button is smaller.  

2. The touchpad supports gestures 
like tap, double-tap, drag, scroll, 
and zoom. 
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The Pen

▪ Your Surface comes with a Pen.  
The pen can be used in many 
applications (but not all) for 
writing and drawing.

▪ The Pen requires a AAAA battery 
in order to operate

▪ You can use the Surface Pen in 
drawing apps, and many others—
any app that supports inking.  We 
will discuss using it in OneNote

1. Unscrew the top of the pen from the bottom. 
2. Insert the battery, wrapped in the label from the top of the pen, with the 

positive (+) end of the battery pointing toward the writing tip.  
3. Screw the top back on.  

Right-click button

This button acts like the right-click button on a mouse. Hold the button

down as you tap the screen.

In OneNote, you can select text and other objects by holding this button

down while you touch the screen, and then circling the objects.

Eraser button

Hold the eraser button down and move the tip over the area you want to 

erase.

Replacing the Battery
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Powering on

Press the power button to turn you 
Surface on.  You can also use the 
power button to put your Surface 
to Sleep or wake it up when you are 
ready to start working again
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Caring for your 
Surface Tablet

Your Surface should be cared for 
just as any other electronic device.  

- Keep it out of direct sunlight

- Do not use harsh chemicals on 
the screen or keyboard

- Keep the cover closed when not 
in use  

Scratches, finger grease, dust, chemicals, and ultraviolet light 
can affect the performance of the touchscreen. Here are a few 
things you can do to help care for your Surface:  
• Clean it Frequently:

• Dampen the cloth with water or an eyeglass cleaner, 
but don’t apply liquids directly to the touchscreen. 
Don’t use window cleaner or other chemical cleaners 
on the touchscreen.   

Keep it covered:
• Close the cover or use a sleeve when transporting your 

Surface

Keep it out of the Sun:
• Don’t leave your surface in direct sunlight for a long 

time.
• Ultraviolet light and excessive heat can damage the

touch screen
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Logging into your 
Surface
1. Turn on or wake your Surface by 

pressing the power button. 

2. Swipe up on the screen or tap a key on 
the keyboard.  

3. If you see your account name and 
account picture, enter your PIN and 
select the right arrow or press Enter 
on your keyboard.  

4. If you see a different account name, 
select the left arrow. Then select your 
account, enter your PIN, and select 
the right arrow or press Enter on your 
keyboard. 
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Connecting to 
WiFi
1. Connect to a Wi-Fi network

2. 1. Click the network button in 
lower right hand corner.

3. 2. Select a network name, and 
select Connect. (If you want to 
connect to this network every 
time it's in range, select Connect 
automatically.)

4. 3. If prompted, enter your 
network security key (network 
password), and select Next.
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Web Browser

Your Surface comes pre-configured 
with Microsoft Edge as your web 
browser but can also run other 
browsers such as google Chrome

Microsoft Edge will run across your 
mobile devices, including Apple 
(MAC and IOS), Windows and 
Android (Chromebook or phone)
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Outlook

You can access the Web version of 
Outlook from your Surface

SAMPLE FOOTER TEXT Page 17 of 106



OneNote

Microsoft OneNote is a note-taking 
program for free-form information 
gathering and multi-user 
collaboration. It gathers users' 
notes, drawings, screen clippings, 
and audio commentaries. Notes 
can be shared with other OneNote 
users over the Internet or a 
network.

OneNote is a digital note-taking app that provides a single 

place for keeping all of your notes, research, plans, and 

information — everything you need to remember and 

manage in your life at home or at work.

In OneNote, notebooks never run out of paper. Notes are 
easy to organize, print, and share, and you can search and 

find important information quickly, even if you forget 

where you've originally captured it.  Your notebooks can 

be stored online (on OneDrive) so you can easily get to 

them on any of your mobile devices.
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OneNote

Video: Take notes in OneNote 
(microsoft.com)

OneNote can capture Typed Text, 
Handwritten Notes, Screen 
captures, Audio Recordings, Video 
Recordings.

It can convert Handwritten Notes 
to Text
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With OneDrive, you can securely 
store your pictures and files, share 
and collaborate with others, and 
get to your files from anywhere -
on your computer, laptop, tablet, or 
phone

Any files you save on OneDrive are 
backed up daily and can be 
recovered if you have a computer 
issue
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Zoom Meetings

If you are participating in a Zoom or 
Teams meeting, you can turn your 
video on and use the front camera
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1029 North Howe Street
Southport NC, 28461 

City of Southport

Eileen Hennessey
EPHennessey@cityofsouthport.com
910-409-0939
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CivicClerk 
Training
March 8, 2022
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• This is the log-in screen 
for the CivicClerk Board 
Portal.

• You will use the log-in 
information that was 
provided to access the 
system.
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Once you log-in to 
the program, you 
will see a screen 
that lists all the 
agendas and packets 
that have been 
shared. You just click 
on the agenda 
packet that you 
would like to access.  
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The agenda packets will look like this. You can use the blue buttons at the top (Agenda or Packet) to go 
straight to those sections. You can also select the boxes with the (···) to view that section.
The navigation pane at the bottom will direct you to each of those sections. The Minutes will not be 
posted until after the meetings. But you can select “Notes” to help you during your packet review. 
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This tab populates when you click on the (···). You can review the item, see the 
attachments, and take notes for each item. If you want to take notes-questions about 
the item or comments that you want to make during the meeting, the screen looks the 
same as the image below. 

You can type into this 
space, and it will save 
automatically. 
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If you want to see all the sections 
that you have taken notes in, you 
can just click on the “Notes” tab 
at the bottom.

All of the packets that are on
the portal will display. Select 
which meeting you wish to 
view. Then, all the notes that 
you have made will be in a 
list, like this:

You can print your notes 
or view them during the 
meeting. 
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In addition, for each agenda item, you can 
view which department or individual will be 
presenting the material, what type of item it is 
and the recommended action for each item. 

All the attachments for 
each item are listed.
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If there was a video that was 
part of the agenda, it could be 
found under the “media” tab. 

At the top right of the screen, there is a gray profile that will pull up your account settings. You 
can select email preferences and change your settings so that you will receive an email when new 
content is published. That way you will be notified when the packets are available. 
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You all will have access to all the packets that have been published. Once minutes are completed, they will be 
uploaded to the system. 

The Board of Aldermen will have access to everything in the packet. At times, there might 
be information that should not be available to the public. These things would typically be 
discussed during Closed Session. But the public has their own portal to use to view the 
documents that are in the packet. 
The public portal looks like this:

The public can search for topics, keywords, and by specific dates. Page 31 of 106



The VIBE Board will be used as a tool to enhance the public’s viewing 
experience. The Board will use their tablets to view the documents, pictures 
and maps. 

Items for Board agendas will be due NO LATER than Wednesday at 5:00 p.m. 
Because the CivicClerk software updates/publishes overnight, they will be 
posted on Thursday, so that the Board will have access on Friday. 

The packets will be uploaded to the public portal either Friday, or Monday, 
whichever the Board decides is the best policy. 
I have requested that the City seal be added to the public portal, for better
recognition.

Questions for the Board:

1. Would you prefer the public have access to the packet on the same day as the 
Board, or after the weekend?

2. Does the Board prefer the department reports be listed in the program as one 
complete attachment or each listed separately? 
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Questions about CivicClerk ?

Questions about the Microsoft Surface?

Link to Board Portal:   CivicPlus Platform - Sign In

Link to Public Portal:  https://southportnc.civiccler.com/web/home.aspx
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Communications 
Program Overview
Lisa Anderson, 
Assistant Director of Communications
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Today’s Objectives
• Discuss Effective Municipal 
“Communications”

• Review the Scope of the     
Communications Program

• Future Visioning
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“To strive for excellence in our government, 
project a positive attitude, involve our 
community, and protect our citizens 
by ensuring a safe, secure and tranquil 
quality of life with controlled and orderly 
growth.”

City of Southport Mission Statement
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Effective Municipal Communications 
What do we really mean when we talk about “communications”?
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Audience First

The heartbeat of a well-functioning 
City and our most important asset.

CITY STAFF

Southport residents and local business 
owners.  

COMMUNITY MEMBERS

Those that visit and invest in our local 
economy – and those that admire 
Southport from afar.

VISITORS & FRIENDS

MEDIA
Extends our messaging – or develops 
their own.
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Basic Municipal Communication Strategy

INSPIRE

EDUCATE

ENGAGE
RELATIONSHIP
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Effective Communication (Southport) is:

01

02

03

ACCOUNTABLE

04

AUTHENTIC

STRATEGIC, NOT REACTIVE

TRANSPARENT
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Effective Communication (Southport) is:

05

06

07

COLLABORATIVE

08

INCLUSIVE OF ALL DEMOGRAPHICS

ACTIVELY LISTENING

CONSISTENT
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The Evolution of Southport Comms
HOW’D WE GET HERE??
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July 2019

“We need a Facebook page.”
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Your Text

Content Development
& Graphic Design

Facebook Page
launched August 2019

Web Updates

The 2019 Vision (Extension of Tourism)

And THEN…
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PLOT TWIST! Pivoting Towards Public Safety

September 2019: HURRICANE DORIAN

August 2020: HURRICANE ISAIAS

2020 to ??: COVID-19 PANDEMIC
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Your Text

Southport
Newsletter

(Tourism)

Media Relations

Social Media Management
& Graphic Design

Web Design & Maintenance

Brand
Management

Emergency
Comms

COMMS PROGRAM TODAY

Process & Workflow 
Development

Video Production & Audio Visual

Social Listening & 
Combatting Misinformation

Internal
Training

Southport
CONNECTED!
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The City Website & Events Calendar

• Established in 2017 with a grant from ElectriCities.

• Grew with the City and became unwieldy and difficult 
to navigate.

• Website refresh recently completed!!!

www.cityofsouthport.com
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Our Social Media Presence in 2022

City of Southport NC: 4,700+ followers, 
65 posts in Dec 2021 (~780 posts/year)

Southport NC Emergency Information:
2,400 followers

cityofsouthport: 2,500 followers 

@CityofSPT: 675 followers

City of Southport NC: 303 Subscribers
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Government and Social Media

• Government agencies must adhere to 
open record laws in their state and be 
able to respond to public record 
requests for social media content. 

• Communication between government 
entities and citizens on social media is 
considered a PUBLIC FORUM. 

• We contract with Archive Social for 
compliance with social and web
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What is Social Listening?

• Facilitates a 2-way dialog. 

• You can’t build relationships if you’re not listening.

• Requires a clear understanding of 1st amendment 
rights as applied to government & social media

We support on-topic “Citizen Speak” and we remain transparent. 

• Actively monitoring and moderating each channel.
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Combatting Misinformation & Rumors

• COVID-19. Evolving public health guidelines from the 
CDC, along with state and county directives needed to 
to be translated into meaningful information for the 
Southport community.  

• Political unrest before, during, and after the 2020 
elections brought the challenges of government 
communications to a new level.

We respond with facts to clarify misinformation and rumors.
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Brand Management is Not a Tourism Tactic!

• Setting the tone in an authentic, approachable, and 
relatable manner humanizes us and brings “the 
city” and City Hall together.

A well-executed brand strengthens a community’s pride and sense of place.

• Our brand boils down to public perception of the
City. It’s our reputation.

• Expressed in EVERY form of communication.

• We are all Brand Stewards!
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Video Production & Audio Visual

2020 brought the need for 
further digitalization of all 
the City’s communications.

VIDEO - one of the most important ways that
we communicate our humanity as a city. 
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Departmental ProgramsMayor’s Update Videos

Virtual Events Training

FILMING & VIDEO PRODUCTION

Community Campaigns
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BOA Meetings Community Events

LIVE STREAMING 
VIDEO
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Southport CONNECTED!

• Southport’s Community Notification Tool used for 
community updates, traffic information, geo-targeted 
notifications (i.e., power interruptions), employee 
notifications, and emergency alerts.

• Notifications are sent via email, text, and voice 
(emergency).

• 1170 Subscribers

• Built on the OnSolve CodeRED platform, customized 
for Southport

Page 73 of 106



Public Information Officer/
Emergency Communications

• Report NWS weather watches/warnings
• Report accurate and timely information to the public 

and media through:
• Social Media
• City Website
• Press Releases
• Southport CONNECTED!

• Facilitate a network of local PIOs/communicators to 
collaborate, share best practices, and work together 
before/during/after an emergency.
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Media Relations (Non-Emergency)

• Extending City messaging to the media though press 
releases when appropriate. Not everything is “news.”

• Press Liaison – facilitating interview requests with City 
leadership.

• FUTURE GOAL – Proactively build relationships with 
local media before an emergency situation to 
understand their needs and the best way to work with 
them.
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City of Southport Monthly Newsletter

• Established in 2020 and managed by the Tourism 
Department 

• Over 750 subscribers, both local and out of state. 

• This monthly publication features a community 
update from the Mayor and City Manager, employee 
profiles, articles from BOA committees, Southport 
history, recipes, and a calendar of upcoming events. 

• Viewers subscribe via Southport CONNECTED! to 
have it delivered to their inbox each month or they can 
view it on our website. 
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Communications Process & 
Workflow Development 

• Process Improvement: Building collaborative 
processes that break down information silos.

• Innovation: Exploring new tools that enable us to 
digitize and automate workflows.

• Exploration: Proactively identifying our 
communication gaps and bottlenecks. 
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DRAFT POST 
IS CREATED 
BY COMMS 

TEAM

COMPLETE THE NEW ONLINE 
CONTENT REQUEST FORM

CITY MGR. 
REVIEW & 
APPROVAL

YOU 
REVIEW & 
APPROVE

POSTED!

WRITE YOUR POST 
TEXT & CONNECT 

UP WITH THE TEAM

The Content Submission & Approval Workflow
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SUCCESS!!
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”Big PROACTIVE Projects” on my desk…
• Reduce Social Media Risk: Update our internal 

Social Media Policy/Terms of Use and create an 
external policy that encompasses appropriate legal 
guidelines. 

• Brand Management: Develop a cohesive Brand Style 
Guide to protect our reputation. 

Documentation still behind the curve.
These are all STANDARD communications tactics! 

• Content Planning Strategy: Develop a Editorial 
Calendar to schedule and track our communications. 
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VISION: The Future of Communications
STRATEGIC PLANNING, INNOVATION, COLLABORATION, ENGAGEMENT
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VISION: Deeper Engagement
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VISION: How Do We Do Better?

• How do we leverage technology to bring 
documentation and processes up to date?

•How do we become more strategic and less reactive?

•How do create unified messaging?

•How do we engage audiences more deeply?
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VISION: Orgazational Strategic Development

• Strategic Planning: Develop a Municipal 
Communications Plan for the City that aligns to our 
mission statement and plots a unified course forward. 

• Strategic Messaging: Use a standardized 
Communication Workflow/Project Plan for all key 
initiatives.
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VISION: Deeper Engagement 

“The two words ‘information’ and 
‘communication’ are often used 
interchangeably, but they signify quite 
different things. Information is giving 
out; communication is getting through.”

Sydney J. Harris – Journalist
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Public Notices are ONE-WAY statements. 

VISION: Deeper Engagement
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Effective Communication 
is a TWO-WAY dialog

VISION: Deeper Engagement
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Why Is This Important to Southport?

ENGAGEMENT
• Builds Trust and Understanding
• Impacts Citizen Perception

and Organizational Culture. 
• Involves our Community
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VISION: Team Engagement

According to Clear Company:
• 39% of employees within a surveyed group believe that 

there isn’t enough collaboration between teams in their 
organization.

• 86% of polled executives and employees blame a lack of 
collaboration or bad communication for team problems 
and failures.

• Less than 50% of respondents thought their organizations 
effectively and honestly discussed issues with employees.
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VISION: Team Engagement & Communication

Ask Me

Hear Me

Job Satisfaction

Include Me

Collaboration

SMART Goals

Effective Tools

Growth Path

Recognize Me

Efficient Processes
Motivation

Pride 

Promote Teamwork

Training

Culture & Community

Management Style

Loyalty
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Wrapping Up: Priorities
WHAT DOES THE FUTURE OF COMMUNICATIONS IN SOUTHPORT LOOK LIKE?
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Your Text

Content Development
& Graphic Design

Facebook Page

Web Maintenance

THE 2019 VISION
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Your Text

Southport
Newsletter

Media Relations

Social Media Management
& Graphic Design

Web Design & Maintenance

Brand
Management

Emergency
Comms

COMMS PROGRAM TODAY

Process & Workflow 
Development

Video Production & Audio Visual

Public Education & 
Combatting Misinformation

Internal
Training

Southport
CONNECTED!
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Citizen
Engagement

COMMS FUTURE VISION

Your Text

Employee
Engagement

Strategy
Development

Collaboration 
Tools & Technology

Exploration, 
Innovation & Training
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“If communication is not your top 
priority, all of your other priorities 
are at risk.”

Bob Aronson – Communications Consultant

Page 105 of 106



Thank you!
Any Questions?
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