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To Add the Agenda to a Subject: 
1. Log in to the Centra server. 
2. Click Manage Subjects.  The Manage Subjects page opens. 
3. Use the Search area to locate the desired Subject. 
4. Under the subject, click Add. The Add Agenda page appears. 
5. On the Add Agenda Page, click Add Agenda.  The Add Agenda dialog 

box appears. 
6. Click Browse to locate an Agenda file. The Agenda File Browser 

appears. 
7. Locate the Agenda file to add and click Open.  The path and file name 

of the Agenda appear in the Agenda file text box. 
8. To add a comment in the Agenda history, type the note in the Comment 

box. Agenda Builder stores the comment with other information in the 
Agenda History.  

9. To lock the Agenda and prevent others from checking it out, select 
Checkpoint.  

10. Click Add.  An Upload in Progress status bar appears as Centra adds 
the Agenda. The Add Agenda page reappears.  

11. Click Done on the Add Agenda page to return to the Manage Subjects 
page. 

Editing an Agenda 
A user must check out an Agenda to edit it.  The Agenda must be checked 
back in once edits are complete.  

To Check Out an Agenda: 
1. Log in to the Centra 7 Server. 
2. Click Manage Subjects.  The Manage Subjects page appears. 
3. Locate the Subject with the desired Agenda. 
4. Click Check Out under the selected Subject.  A warning dialog box 

opens.  
5. Click OK to proceed with the checkout. (Recordings associated with the 

Agenda will be removed only upon Checkin.) Click Cancel to cancel the 
checkout. 

6. Click Check Out Agenda.  The Checkout Agenda dialog box appears. 
7. Accept the default path or type a new path to a local folder.  
8. Click OK.  The Agenda is downloaded to the specified folder. The .saz 

file now takes on the name of the Subject. The Checkout Agenda page 
reappears.  

9. Click Done.  The Centra server saves the Agenda. The Manage 
Subjects page reappears.  

10. Modify the Agenda with Agenda Builder. 
To Check In an Agenda: 
1. Log in to the Centra 7 Server. 
2. Click Manage Subjects.  The Manage Subjects page appears. 
3. Locate the desired Subject. 
4. Under the subject, click Check In.   A warning dialog box opens. 
5. Click OK to proceed with the checkin and delete any recordings 

associated with the Agenda.  Click Cancel to cancel the checkin and 
preserve he recordings.  
Note: Add a Subject and add this Agenda to preserve existing 
recordings and provide an updated Agenda for future events. 

6. On the Check In Agenda page, click Check In Agenda. The Check In 
Agenda dialog box appears.  

7. To locate an Agenda file, click Browse. The Agenda File Browser 
appears. 

8. Locate the Agenda file to check in and click Open.  The path and file 
name of the Agenda display in the Agenda file text box. 

9. To add a comment in the Agenda history, type a note in the Comment 
box.  Agenda Builder stores the comment with other information in the 
Agenda History.  

10. Select Checkpoint to lock the Agenda.  
11. Click Checkin.  An Upload in Progress status bar appears as Centra 

checks in the Agenda. The Checkin Agenda page reappears.  
12. Click Done.  The Manage Subjects page reappears. 

If Checkpoint was not selected, the Agenda is now unlocked and the 
Check Out link appears. 

If Checkpoint was selected, the Agenda remains locked and the Check 
In link appears. 

To View Agenda History: 
1. Click Manage Subjects.  The Manage Subjects page appears. 
2. Locate the desired Subject. 
3. Click Agenda History. The Agenda History page appears showing the 

history of Agenda changes. 
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