
Create Meeting from Previous Year Agenda

From the Assemble Homepage, Click on Create New Meeting1
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2 Select the dropdown 
menu and choose No 
Template.

Verify meeting 
information and make 
changes if needed.

Click Save & Add 
Agenda Items to 
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Click +Import on the Edit 
Agenda toolbar.

Use the dropdown menu to 
select the meeting to copy.

Select and unselect items to copy.  
It is recommended to uncheck 
Attachments if copying a meeting 
from the previous year. 

Click Import Agenda Items
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