How to Use Meeting Minutes

Overview: PM Web provides a tool to record and share meeting minutes.
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1. Click Forms from the buttons on the left and select Meeting Minutes.

Forms

Request for Information

Forms Submittals

Cost Management

Meeting Minutes

Scheduling

Plan Review

Portfolio
UH Inspector Reports

Toolbox
Open Items List

Recent Records
Action Items/Checklists

2. Select New Record.
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Project field — Select the project from the Project drop-down menu
Description field — Enter a brief descriptive explanation of the meeting.
Type field — Select the meeting type from the drop-down menu.
Location field — Enter location.

Meeting Date field — Enter meeting date.

Started field — Enter start time

. Ended field — Enter end time

10. If defined, enter next location, meeting date and start time.

11. Click Save
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12. To add Participants to the meeting. Navigate to the Participant tab down the page
and click ‘Add Contacts’. Note: Only individuals who have PMWeb accounts will be
able to be added.
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13. A pop-up will appear. Select attendees as applicable and click Save.
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14. Click on the selected participants and select Edit. You can change status of Present
or add notes as needed. Click Save.
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15. Navigate to the Attachments Tab. Add any attachments by dragging and dropping
files into the noted location.
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16. To enter minutes or items to note, navigate to the Details section and click New

.
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17.Enter information in empty cells as needed and click Save. Repeat step 16 and 17 as
needed.
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18.To send notifications to participants. Navigate to the Notifications tab and select

New Line.

1000263-Interim - Nick Merry Test  Draft
Meeting Minutes: 1 - OAC Meeting Test

Main  Notes  Attachments | Notifications
Group by: None v Layout: System Default Layout v NewLine | .”
D H Created Date  } Created Time | Created by Sent Date Sent Time Sent by Reference From To Company To Contact
No records available.
4 >
0-00f0 250 Rows v

19. A pop-up will appear.
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Notification:

Project: Nick Merry Test
Document Type: Meeting Minutes
Document Number: 005
Description: OAC Meeting Test

20. Process complete.

Add information as needed and click Save.
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21.To create the meeting minutes for the subsequent related meeting, select Create
Next and repeat steps starting at Step 3.
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