
Publish Meeting Minutes 

Click Meetings on the 

Assemble Meeting 

Toolbar.

Click the option 

Meetings, Minutes and 

Agendas.

Find the Meeting Status and click  

Meeting Status In Development.
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Publish Meeting Minutes

Click Move Meeting 

Into Review.

Click Meeting Status In Review and 

click the option Publish Meeting. 

If enabled, the Agenda will  

automatically be viewable on the 

Public Page when the meeting status 

5

4



Publish Meeting Minutes

Click Mark Meeting Completed. 

A link to the Minutes Report will 

appear under Reports 

If enabled, the Minutes will  

automatically be viewable on 

the Public Page when the 

meeting status is Published.

6


