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Welcome to Minute Minder 1

This chapter briefly describes Minute Minder and outlines the contents and the
intended audience of this guide. Product registration and technical support
information is also included, along with a brief description of the document
conventions used within this guide.
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What is Minute Minder?

Let me start by asking two questions:

Question 1

Ever attended a meeting and been coerced into taking the meeting minutes? Not being prepared you
reach for the nearest scrap of paper or borrow some sheets from a colleague. After leaving the
meeting with pages of notes do you then spend the next hour or so typing these minutes into a
formatted document?

Question 2

Ever attended a meeting where not everyone is clear of the purpose of the meeting, what the agenda
of the meeting is and who is attending the meeting. Ever left these meetings feeling that nothing was
decided or even feeling more confused than when you went in?

While not a betting person I would lay good odds that you said yes to at least one of these questions.

Congratulations in purchasing Raspberry Software’s Minute Minder. Minute Minder has been
designed by engineers who have worked in large companies and are no strangers to attending meetings
with the qualities described by the two questions above.

Who should use this guide?

This guide is intended for complete novices of Minute Minder. While this document will guide you
through the installation process it is assumed that the user is familiar with the basic navigation of their
mobile device.

The guide has been created as a reference guide whereby usability is described step-by-step by visiting
the appropriate chapter.

Minute Minder Functionality

Minute Minder helps you manage all activities associated with arranging a meeting, minuting the
meeting and publishing the meeting minutes. Features of the application include:

Pre-Meeting Activities
e Gather Attendee information using the Contacts on your mobile device.

e Determine a date and time for your meeting.
e Create an agenda for a meeting associating sequencing, times and owners for each agenda item.

e Sending calendar invites to all those invited to the meeting attaching to the invitation the
detailed agenda you created via Minute Minder.

Meeting Activities
e Using your mobile device to easily record minutes of the meeting using the input methods
supported by your mobile device.
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e FHasily associating minute notes taken with who contributed to them and to what agenda items
they relate to.

e THasily navigating through notes already taken to add or amend notes or read back what was
said at any one time.

e Automatically associating reference numbers to the notes taken and durations of how long a
topic was discussed.

e Automatically time stamping minuted agenda items in order to profile where time has been
spent during the meeting.

Post-Meeting Activities

e Previewing the notes taken in the meeting making amendments where necessary.

e Automatically generating formatted minutes which will be sent to all those who attended the
meeting via the Microsoft Outlook Calendar using an RFT formatted attachment.

e Providing a mechanism for generating customized formatted minutes using user generated
output templates.

Within a short space of time you will not only be more organised within meetings but your colleagues
will be better informed as to the purpose of the meeting and the decisions and actions that resulted of
your meetings.

You will soon start to wonder how you managed before Minute Mindet!

Technical Support & Additional Information

While every effort has been made to ensure the product is as intuitive as possible we recognise that
from time to time questions will need to be answered about Minute Minder. At Raspberry Software
we see every item of feedback as an opportunity to improve our products and therefore welcome any
emails regarding Minute Minder or any of our services.

Should you have a technical question regarding Minute Minder please email:
support(@raspberrysoftware.com

Should you require some general information regarding Minute Minder or any of Raspberry Software's
products then please email:
info(@raspberrysoftware.com

Should you wish to provide us with some general feedback on any aspect of Raspberry Software
activities then please email:
feedback@raspbertysoftwatre.com

A Minute Minder forum has been created whereby users of Minute Minder can share their experiences
of using the product. Forums can be visited using:
http://www.raspbertysoftware.com/forums/



mailto:support@raspberrysoftware.com?subject=MinuteMinder%20Support
mailto:info@raspberrysoftware.com?subject=MinuteMinder%20Request%20for%20Information
mailto:feedback@raspberrysoftware.com?subject=Feedback
http://www.raspberrysoftware.com/forums/
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Future Development

If you have an idea for an application for a mobile device but have no sponsor to turn the vision into
reality, then email:

feedback@raspbettysoftwatre.com

for a no-obligation non-disclosure discussion.

Document conventions

This guide uses the following conventions:

e  Commands and buttons
For easy recognition within procedures, User Interface (UI) features appear in bold type. For
example: On the File menu, click New.

e  Monospaced font indicates data that you enter using your mobile device. For example:

In the Meeting Title enter:

Project Update Meeting

e Information that the user is requested to make special note of is marked with a symbol.

For example:

= The date format that dates will be displayed in are controlled by the

default date format set for you mobile device.

e Inorder to use this User Guide as a reference manual, specific aspects of the applications
step-by-step instructions are provided in the following style to allow quick scanning of the
document. For example:



mailto:feedback@raspberrysoftware.com?subject=Feedback
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The Start and Finish time, and Date of the meeting are
entered as follows:

1. Select the start time by altering the hour, minutes,
seconds and AM/PM elements of the Start time.

2. Select the date you wish to hold the meeting by
changing the date elements of the Date field or use
the dropdown calendar control to select a date.

3. Select the start time by altering the hour, minutes,
seconds and AM/PM elements of the Finish time.

£33 |Minute Minder oz 10:20
Meeting Time
Start
REEEN 1045 M [
o—u 3 18/07/05 -
g
Finish
2 1115 am [
g ‘3
g

Meeting Length: 20mins
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Installation 2

This chapter describes the process by which you install and uninstall Minute Minder
to your mobile device. In addition this chapter provides some details on
troubleshooting the installation process.

-10 -
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Prerequisites

Before you install Minute Minder you need to ensure the following:

1. You are installing to the PocketPC (PPC 2002 or PPC 2003) Operating System. At this time
no other mobile devices are supported by Minute Minder.

2. You have ActiveSync installed and your Mobile Device is connected to the PC you are
installing Minute Minder from.

3. You have the necessary installation files located within the same directory:
e Setup.exe
e Minuteminder.cab

Minuteminder.dat

e Minuteminder.ini
4. You have removed any previous version of Minute Minder from your mobile device. Refer to
Uninstalling Minute Minder.

If all the above conditions have been satisfied you are ready to install Minute Minder.

Installing Minute Minder

To install Minute Minder on your mobile device:

1. Double click Setup.exe. The following Dialog will be presented.

¥: Welcome

WWielzome to the Fazpbeny Software Minute Minder [nstallation wizard.
\ j Thiz wizard will install Minute Minder to vour mobile device.

WARMIMG: Thiz program iz protected by copyright law and
international treaties.

( Unauthorized reproduction or diztribution of thiz program, or any portian
of it, may rezult in zevere civil and criminal penalties, and will be
( prozecuted bo the masimun extent pozsible under law,

Cancel

-11 -
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2. Click Next to continue with the installation (Cancel will abort the installation).

*: Software License Agreement ‘: E‘E‘

% Fleaze read the following Licenze Agreement. Press the PAGE DOWHN key or uze
= the zcrollbar to zee the rest of the agreement.

SOFTWARE LICENCE AGREEMENT

MOTICE: RASPBERRY SOFTWARE LICEMSES THE EMCLOSED 50FTWARE TO YOU OMLY UPOM
THE CONDITION THAT YOU ACCEPT ALL OF THE TERMS COMTAINED IM THIS LICEMSE
AGREEMEMT. PLEASE READ THE TERMS CAREFULLY. IFYOU DO NOT AGREE TO THESE
TERMS. THEM RASPBERRY SOFTWARE 1S UNWILLING TO LICEMSE THE SOFTWARE TO

YOU. M WHICH EVYENT %0U SHOULD RETURN THE FULL PRODUCT wITH PROCF OF
PURCHASE TO THE DEALER FROM WHOM IT WAS ACQUIRED WITHIN TWENTY DAYS OF
PURCHASE, AND vOUR MOMEY WILL BE REFURDED.

1. I this Agreement:

[v | accept the terms in the Licenze Agreement

< Back M et > Cancel

3. Read the License text fully. If you agree with the conditions within the License Agreement select
the “I accept the terms in the License Agreement” checkbox and then press Next.

¥: Ready to Install B@

@ Activesync will now be invoked to install Minute Minder.
=

Enzure your mobile device is in its craddle and syncronized with the PC. Press Install when
ready.

< Back Inztall

-12 -
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4. Now press Install.

Select a program's check box if pou want to inztall it on gour
mobile device, or clear the check bow if you want to remove the
progranm from your device.

Mate: [f a program that vou installed is not ligted, the program waz
not dezigned to be used on your mobile device.

Retrieving Device Data

Retrieving application data from the mobile device. .

Installing Applications

Imstall "Raspberry Software Minute Minder" using the default application install directory?

Yes | Mo | Cancel |

e TS =
vour device and this computer, click Femove, =705 |

(¥ I [Eancel | Help |

5. The installation will now invoke the ActiveSync Application Manager. The Application Manager
manages the installing and removing of programs from your mobile device. Once prompted to
install Minute Minder select Yes.

Installing Applications

Inztalling B aspberry Saftware Minute Minder...

Carnicel

6. All the necessary files will be transferred from your PC and installed onto your Mobile Device.

-13-
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Application Downloading Complete

7. You will notice that your mobile device will display a progress bar as the install progresses. Simply
click OK to the above dialog, ActiveSync will and close return control the Minute Minder Installer.

binute Minder Installation Complete.

On behalf of R azpbery Software we wizh to thank you for
purchazing kMinute Minder. e hope this tool proves to be a
productive application.

Raspbermy Software uzing the Begister button. 'ou also might like
to kake a few moments to browse the ather products in the

( Razpbemny Software portfolio.

vy razpherysafhware. com

\' e

Reqister.

...........................................

‘ Fleaze take a few moments to register Minute Minder with

Finizh

8. Seclect Register... to register with Raspberry software as a user of Minute Minder. Registering will
provide support for the product and provide notifications of new versions/patches of the Minute
Minder product. It is strongly recommended you Register Minute Minder. Once you have
Registered select Finish to close the installer.

9. To run Minute Minder select Programs from the Start Menu on your mobile device and run
Minute Minder.

-14 -
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Uninstalling Minute Minder

To Uninstall Minute Minder from you Mobile device:

1. Using ActiveSync with your mobile device connected, select Add/Remove Programs from the
Tools menu.

< Microsoft ActiveSync ‘:HEIE‘

&) Ciptions. ..
Swic
Connected Backup/Restore.., %
Synchironized Add/Remaove Programs...
Import Database Tables. ..
Information  EXPort Database Tables. ..
ElCalendar Synchronized
[ElContacts Synchronized
i Inbox Synchronized

2. A dialog will be presented displaying a list of all the applications installed on your mobile device.

-15-
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= Add/Remove Programs g‘

Select a program's check box if pou want to inztall it on pour
mobile device, or clear the check box if you want to remove the
progran fraom your device.

Mate: If a program that pou inzstalled i nat listed, the program wasz
not degigned to be used on your mobile device.

B ware binute Minder 033K
O @ TranCreative Remote Keyboard 1.0 33EK
Pragram dezcription
Minuting Application for CE-bazed Devices
Space reguired for zelected programs: 00k
Space available on dewvice: 12,497 0K

Iv |nstall program inka the default installation folder

Remove from bath locations
To remove the selected program from both B
vour device and this computer, click Remove,  DEMEYE...
k. | Cancel | Help |

3. Select Raspberry Software Minute Minder from the list and then press Remove...

Remove Application &‘

This will remove the application "Raspberry Software Minute Minder" from vour mobile device and this deskiop
compliter,

If wou need this application in the fubure, vou will have to reinstall it

_ x| cad

4. A prompt will be displayed to confirm that you wish to remove Minute Minder from your mobile
device and your desktop PC. Select OK if you wish to proceed with the uninstall.

-16 -
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= Add/Remove Programs E‘

Select a program's check box if pou want to inztall it on pour
mobile device, or clear the check box if you want to remove the
progran from your device.

Mate: If a program that pou installed i not listed, the program wasz
not degigned to be used on your mobile device.

O % TranCreative Remote Keyboard 1.0 336K

Pragram dezcription

Space reguired for zelected programs: 00k
Space available on dewvice: 12,497 0K

Iv |nstall program inka the default installation folder

Remove from bath locations
To remove the selected program from both B
vour device and this computer, click Remove,  DEMEYE...

Cancel | Help |

5. Once uninstalled you will be returned to the Add/Remove programs screen. All Minute Minder
application files and shortcuts will have been removed from your mobile device. Minute Minder
will no longer appear in the installed programs list. Press OK to close the dialog.

-17 -
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Installation Troubleshooting

The following provides a series of questions and answers that should address any issues you encounter
within the installation process. Should your question not be answered below then please email your
quety to support@raspbetrysoftware.com

Q1. I receive an error message “Error: Unable to locate ActiveSync (CEAPPMGE.EXE) within
registry. Unable to proceed with install.”

Al. The ActiveSync executable CEAPPMGE.EXE is invoked by the Minute Minder installer to
manage the installation process onto your mobile device. The location of CEAPPMGE.EXE is
determined by a registry lookup of:

HKILM\software\Microsoft\ Windows\ CutrentVersion\App Paths\CEAppMgr.EXE.

This registry key is created as part of the ActiveSync installation process. There may be a problem
with the ActiveSync installation. Uninstall and then reinstall ActiveSync.

Q2. I receive an error message:
“Error: Unable to locate all the files necessary to complete the installation of Minute Minder.

The missing file(s) is:
CEAPPMGE.EXE. This is usually located within C:\Program Files\Microsoft\Activesync\

2

A2. The ActiveSync executable CEAPPMGE.EXE cannot be found in the location identified by
registry setting:

HKIM\software\Microsoft\Windows\CurtentVersion\App Paths\CEAppMgt. EXE

This executable is created as part of the ActiveSync installation process. There may be a problem with
the ActiveSync installation. Uninstall and then reinstall ActiveSync.

Q3. What files are installed on my mobile device?
A3. The following files are installed on your mobile device as part on the installation process:

Files:
My Device\Program Files\Raspberty Software\Minute Minder\Minute Mindet.exe
My Device\Program Files\Raspberty Software\Minute Minder\ Templates\standard.rtf

Shortcuts:
My Device\Windows\Start Menu\Programs\Minute Minder <-maps to-> Minute Mindet.exe above.

-18-
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License Key

Minute Minder is protected by a License key. Once installed the product will be useable for 14 days
without a license key being entered into the product. This time period provides a “try before you buy”
trial period.

Once the time period has expired a valid license key will need to be entered into Minute Minder. Your
license key may be provided with the download of the product, if this is not the case please contact the
supplier of Minute Minder.

The license key should be entered using the Help - About menu option.

-19-
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Application Overview 3

This chapter provides an overview of the general layout of Minute Minder.
Specifically it will provide an overview of the features available and a general
overview of how you access these features via the application.

-20 -
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Starting Minute Minder

Once installed, Minute Minder can be started from the Start menu via Programs.

MO =

|0, 2005

% Today

@ ActiveSync
=] Calendar
[=] Contacts

@ Inbox

b information

menks

oy B

o< 10:29

4l

Mew

Minute Minder File List

Once started a list of previously stored meetings will be presented. If entering the application for the

first time the list of files will be blank.

|E‘;1 Programs

% 10:29 €3

b B P

Y

Games Calculator File Explorer
é

_ 'hrav
Infrared Microsoft Minute
Receive Reader Minder =

MSN Pocket Excel  Pocket

Messenger Word

"
Terminal —
Services X

E|*

Minute Minder ¢ 10:29 €3
@AII Folders - Mame
¢|Budget Review 10:32 213b
¢ Design Review 10:32 405b
¢Z|Rugby Club AGM  10:29 435b
¢ Wine Tasters 10:32 429b
MNew Tools Help El*
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By default, all Minute Minder saved files are displayed in the file list, however, the contents for specific
folders can be displayed by using the All Folders dropdown and selecting an alternative folder.

@AII Folders
[[J]Business
[ Personal
[ Templates

5 ddd/Delete...

The files within the list can be manipulated by clicking holding on a specific file. The following menu
will be displayed.

Create Copy
Delete
Select all

Send via E-mail...
Beam File...

Rename;/Move...

Create Copy is a useful option if you wish to create a new meeting based on a previous meeting. For
example you may have a meeting that has the same Attendees, by copying the existing meeting file to a
new meeting then this provides a starting point in creating a new meeting.

Delete permanently removes the file from your mobile device. This operation is irreversible.

Select All highlights all files in the list. Actions on click and holding (such as Delete) will apply to all
files.

Send via E-mail attaches the file to an email in order to send the Minute Minder file to a friend or
colleague.

5 These files are unique to Minute Minder and will not be viewable outside Minute

Mindetr.

Beam File provides a facility to send the selected file via infra-red to another mobile device. Please
refer to the note above.

Rename/Move opens another dialog allowing the user to rename the file and/or move it to another
location.
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Editing or Creating a Meeting

Previous meetings can be edited by simply clicking on one of the files in the file list. Alternatively if
you wish to create a new meeting select New from the menu bar.

Minute Minder Application Map

The following provides an overview of the functionality provided by Minute Minder, it details the
functionality provided by each Minute Minder option as well as the menus available for each option.

Minute Minder
Option

Able to Access Functionality

How?

File List Screen

Setup Meeting dialog (New)
Setup Meeting dialog (Edit exiting meeting)

Import the next or current meeting from your
Calendar.

Change Minute Minder Options.
View Minute Minder version number and view or
enter a License Key.

Manipulate existing Minute Minder Files.

Navigate existing folder structures.

New from the menu bar
Select a file from the file list.

Tools — Quick Import from
the menu bar.

Tools — Options... from
the menu bar.

Help — About... from the

menu bar

Click and Hold on an
existing file to present a
menu of choices.

Select the Folders dropdown
list.

Setup Meeting
(New/Edit)

Set/Edit the Title for your meeting

Set/Edit the Meeting Start/End time and date
using Meeting Time dialog.

Choose/Edit Attendees for the meeting using
Attendees dialog.

Set/Edit the Agenda using Agenda dialog.

Send meeting invite using Calendar invite to
selected attendees. (Only available after meeting
title, time, attendees and agenda items have been
created via Meeting Setup dialog)

Use the meeting title field.

Use the Set... button.

Use the Choose... button.

Use the Set... button.

Tools — Book from the

menu bar.
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Record minutes against the meeting created.
(Only available after meeting title, time, attendees
and agenda items have been created via Setup
Meeting dialog)

Distribute formatted minutes of a recorded
meeting to those who attended the meeting.
(Only available after meeting has been created
and minutes recorded.)

Change Minute Minder Options.

View Minute Minder version number and link to
Raspberry Software web site.

Tools — Minute... from the
menu bat.

Tools — Distribute from the
menu bat.

Tools — Options... from
the menu bar.

Help — About... from the
menu bar.

Book Meeting Send a Calendar invite to all invitees of a Tools — Book from the
via Calendar previously created meeting. menu bar from the Setup
Invite. Meeting dialog.

Minute Meeting | Create a New minute note. Use the New button.

Select Agenda Item to record Minute notes
against.

Select Contributor to record Minutes against.

Select Agenda Type to record Minutes against.

Record the text associated with a minuted note.

Choose a Due date a minuted item should be
complete by. (Only available for Minutes notes
with a type of ACTION.)

Navigate to another agenda item.

Manipulate the minuted text (Copy, Cut, Paste
etc.)

Use the Agenda Item
dropdown list.

Use the Contributor
dropdown list.

Use the Type dropdown list.
Use the text box below the
navigation buttons.

Use the Due button.

Use the various arrow
navigation buttons.

Use the Edit menu on the
menu batr.
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Distribute Using the minutes previously recorded, Tools — Distribute from the
Formatted automatically format the minutes using the menu bar the Setup Meeting
Minutes to All Template selected within Tools Options... to all | dialog.

Attendees of the | attendees of the meeting.

meeting.

Set Minute Set the preferred output type of formatted Tools — Options... from
Minder minutes. the menu bar.
Preferences

Select a preferred template the formatted minutes
will adhere to. (Only available if outputting in
RTF format only).
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Creating A Meeting 4

This chapter guides you through the process of creating a new meeting. Specifically
the chapter will guide you through creating a name for a meeting, setting a date and
time, choosing mandatory and optional attendees and creating agenda items for the
meeting.

-26 -



Minute Minder

Creating a Meeting

In this chapter we will create a new meeting to review the project your team is currently working on.

After launching Minute Minder you will be presented with the following dialog. This dialog will
contain no meeting files if you have not previously created meetings with Minute Minder.

Minute Minder ¢ 10:29 €3 Minute Minder % 10:29 €3
@AII Folders - MName - @AII Folders - Name -
¢|Budget Review 10:32 213b ¢|Budget Review 10:32 213b
¢ Design Review 10:32 405b ¢ Design Review 10:32 405b
¢Z|Rugby Club AGM  10:29 435b ¢Z|Rugby Club AGM  10:29 435b
¢ Wine Tasters 10:32 429b ¢ Wine Tasters 10:32 429b
Options
Quick Import
New Help El* MNew Tools Help E|*

From the file list we can either edit a previously created meeting by clicking on one of the files or
create a new meeting by selecting New from the menu bar. As we are creating a new meeting we will

select New which will present the following dialog.

.5}1 Minute Minder

SetLp Meeting

% 10:29

Enter a title for this meeting:

-Date,/ Time

Meeting time Lnset,

Set...

-Attendees

0 attendees - O Req, O Opt.

-Agenda

0 agenida iterns.

Set...

Tools Help
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5 If the meeting you are taking minutes on has already been sent as a calendar invite

external to Minute Minder, Minute Minder can import this meeting and thus creating
many of the elements of Meeting Setup such as meeting title, attendees and date and
time. Refer to chapter Quick Import.

Within the dialog we can choose a title for our meeting, select a date/time for the meeting, choose
mandatory and optional attendees for the meeting and finally construct an agenda for our meeting.

Meeting Title

The Enter a title for this meeting: allows us to create a subject for our meeting. The title you
choose here will appear in the Subject field of the Microsoft Outlook Calendar invite and is therefore
an important field for your audience to get a first understanding of the purpose of the meeting.

In addition the name of the meeting entered will be used as the filename the meeting will be saved to.
Please refer to Minute Minder File List.

Meeting Date & Time

The Set button within Date/Time allows you to select the date and start and finish time of the
meeting.

The Start and Finish time and Date of the meeting are AF Minute Minder o< 10:29 @
entered as follows: . )
Meeting Time
. . . Start
1. Select the start time by altering the hour, minutes and
AM/PM elements Of the Start time. 12 . 10:45 AM l:
2. Select the date you wish to hold the meeting by - 18/07/03 M
changing the date elements of the Date field or use "5 "
the dropdown calendar control to select a date.
Finish

3. Select the finish time by altering the hour, minutes
and AM/PM elements of the Finish time. .12 . |11:15 A H

4. Press OK to close the Meeting Time dialog. The s \—3
date/time of the meeting will be reflected in the g
Setup Meeting dialog.

Meeting Length: 30mins

E|‘

The Start and Finish times of the meeting can be altered by selecting the element of the time that

requires changing (e.g. the Hour part of the field) and either using the EI buttons to advance the time
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element forwards or backwards, or, using your preferred IME device e.g. Keyboard or Block
Recogniser to make time alterations.

The Date of the meeting can be altered by selecting the element of the date that requires changing (e.g.
the Day part of the field) using your preferred IME device e.g. Keyboard or Block Recogniser.

Alternatively the Date can be altered by the selecting the dropdown calendar control. This powerful
control provides multiple ways of selecting the desired date.

Click to
Click to select advance or
a specific regress whole
month years
Regress one Advance one month
month M T W T F S 5
2F 28 2 z001 2 3
4 5 6 7 8 9 10
11 12 13 14 15 17 Today’s Date
$E¥ 10 20 21 22 23 24| 7
Selected Date (== 55 =7 25 20 a0
1 2 23 4 5 7
Today: 15/07F/

Clicking on a day within the calendar control will result in the calendar closing and the meeting date
tield being updated with the date you selected.

If creating a meeting to run from 10:45 AM to 11:15 AM on the 18" July 2005 our Meeting Time
dialog would look as follows:

¥ | Minute Minder ¢ 10:29
Meeting Time
Start
-1z 1045 M 3]
S 18/07/05 -
g
Firish
RECRN 1M am [
a \— 3
g
Meeting Length: 30mins
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=" The date format that dates will be displayed is controlled by the default date format set

for your mobile device.

Entries into the Meeting Time dialog will be validated to ensure a date has not been selected that has
already passed and that the finish time is not before the start time. If either of these conditions are
true then the dialog will remain open until these validation conditions have been satisfied.

Inviting Meeting Attendees Using Contacts

Having determined the date and time for the meeting the next step is to choose mandatory and
optional attendees. From the Setup Meeting dialog select the Choose... button. A dialog similar to
the one below will be displayed.

£:3|Minute Minder ¢ 10:29
Attendees
#ah|cde|fgh | ijk: |Imn||:|r:u:|| ret |uvw| HYT
| Marne | Req | Cpt |-
F5 andy Bowen
F=| Bob Holt

Diane Fish
F=| Gary Jarvis
Greg Crystal
Heidi Lee
=] 1nbhn Grant

I
I o

-

|:| Oy shiowy selected contacts
0 attendees - 0 Req, 0 Cpt.

El‘

This dialog provides a list of all Contacts stored within the mobile device. If your mobile device has
been set to synchronize with Microsoft Outlook Contacts then this will also display all the Contacts
stored within Outlook.

Each contact has two checkboxes beside their names, Req indicates that the person is Required to
attend the meeting, Opt indicates the contact be invited as an Optional attendee.

When the meeting invite is sent (See Booking the Meeting) all contacts for whom the Req checkbox
has been set will receive a Calendar invite requesting them to attend the meeting. All contacts whose
Opt checkbox has been set will receive a Calendar invite requesting them to attend the meeting as an
optional attendee. Required or Optional attendees are signified by the body text of the meeting invite.
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Attendees for a meeting are selected as follows: {,j Minute Minder o< 10:29 @
Attendees
1. If a proposed attendee is to be a mandatory invitee to | [#ab|cde|foh | ik [Imn|opa] rst [uww]| sz
the meeting then the Req checkbox should be | Marme | Req | Opt |«
checked. F5 andy Bowen
2. If a proposed attendee is to be an optional invitee to |5 E'_:'b HD!t _
Diane Fish =

the meeting then the Opt checkbox should be P2 Gary Jarvis

RIOKIORIK]
O0ORIE

checked. Greg Crystal ||
3. If an invitee does not appear within this list then use Heidi Lee —

the Other button to add additional attendees. (See (=] nbn Grant T

o)
4. Checking the Only show selected contacts [_] Only shaw selected contacts

checkbox will filter all contacts that have not been 5 attendees - 4 Req, 1 Cpt.

selected as a required (Req) or optional Opt)

attendees. This checkbox allows easy viewing of who E|‘

has been invited to the meeting.

The Req and Opt checkboxes are mutually exclusive given a meeting attendee cannot be a mandatory
attendee and an optional attendee. As either the Req or the Opt checkboxes are selected then the
other checkbox is greyed indicating that it cannot be altered. To reverse the selection firstly uncheck
the checkbox that has been selected, this action will result in both checkboxes being available for
selection.

Contacts can be located by using the vertical scrollbar (if you have more than one page worth of
Contacts) or using the alphabetical buttons at the top of the display. Each press of these buttons will
display names starting with the corresponding letter. For example pressing the Imn button once will
display all names beginning with “1”, pressing lmn again will selected all names starting with “m”.
Finally selecting the button a third time will result in all names being displayed that start with “n”. A
forth press of the button will restart the cycle by selecting all names starting with “1”.

Minute Minder uses the persons name and email address to provide a unique reference point

to the person selected. If you have a two Contacts or Attendees added via Other with the
same name and email addresses (or no email addresses) Minute Minder will inform you that a
duplicate Contact has been selected. In this situation deselect one of the duplicate entries to
continue.
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Inviting Meeting Attendees Who Are Not In Contacts

If there is a person not listed in the Contacts list who you wish to invite to the meeting then the Other

button should be used on the Attendees dialog.

To enter an invitee who is not listed in Contacts:

1. Press the Other button on the Attendees dialog.
2. Name allows entry of the invitee’s name.

3. Use Job Title to optionally describe their role within
an organisation.

4. Department provides optional entry to describe the
department the person works for within an
organisation.

5. Company describes the organisation they work for.

6. Work tel provides optional entry of the person’s
telephone number.

7. E-mail allows entry of the persons email address.
This email address will be used when the meeting
invite is sent, and therefore is important to be entered
correctly.

8. The Add To Contacts button will save the details
entered to your mobile device to Contacts and close
the Other dialog. Alternatively pressing OK will
add this attendee to your list of invitees without
saving the details to Contacts.

:_arwj Minute Minder o 10:29 @

Attendee Details

MHame: Steve Pipe

Jobr title: Q& Analyst

Departrent: RaD

Compaty: Raspberry Software

Wiork tel 3324

E-rnail: steve.pipe@raspherrysoft

Add To Contacts

E|A

The name of the person you have just created will appear on the list allowing you to invite this person

to the meeting.

=

Minute Minder uses the persons name and email address to provide a unique reference point

to the person selected. If you have a two Contacts or Attendees added via Other with the
same name and email addresses (or no email addresses) Minute Minder will inform you that a
duplicate Contact has been selected. In this situation deselect one of the duplicate entries to

continue.

Each Contact will have an icon displayed beside each person’s name.
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= Indicates that the person exists within Contacts and has one email address
associated with its entry.

i

Indicates that the person exists within Contacts and has more than one email
address associated with its entry. By default the first populated email field will be
used by Minute Minder in precedence order emaill, email2 or email3. Alternatively
a choice can be made as to which email address should be used for the purposes of
sending the meeting invite.

To make this selection click and hold on the person’s name, this will result in a
menu of available email addresses being displayed allowing the user to select one of
the email addresses. Having made this selection the icon will change to show

either a , or indicating whether email, email2 or email3 is used
respectively.

Making no selection will assume the email address stored in the email field.

Indicates that the person exists within Contacts however the Contact has no email
address associated with its entry. If selected this Contact will need to have an email
associated with its entry in order for the intended attendee to be invited to the

meeting.

F] Indicates that the person does not exist within Contacts but instead has been added
using the Other button. See below.

Indicates that the person does not exist within Contacts but instead has been added
using the Other button however no email has been provided. See below.

Bl Indicates that the person does not exist within Contacts and has been created
automatically as this is the Owner of the mobile device. See Minute Minder
Options.

Indicates that the person does not exist within Contacts and has been created

automatically as this is the Owner of the mobile device however no email
information is available for this person. See Minute Minder Options.

In order for Minute Minder to successfully send the Calendar invite, all contacts
included in the meeting invite must have a valid email address. Attendees who do not

have an email address, or who have an invalid email address, will not receive an
invitation to the meeting.

When all required and optional attendees have been selected click on the OK button to save the
attendee invites and return to the Setup Meeting dialog. The Setup Meeting dialog will display the
number of Required and Optional attendees you have created for your meeting.

If additional attendees decide to join the meeting there is an opportunity of creating

new attendees from the Minutes dialog. See Taking the Minutes chapter.
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Creating a Meeting Agenda

We have now determined the title for our meeting, selected a date and time for the meeting and
chosen who we wish to invite. The next step is to create Agenda items for the meeting.

Minute Minder allows you to create agenda items, associate these agenda items to an owner and
optionally specify how long the agenda item should be discussed in the meeting.

To create Agenda items select Set... from Agenda of the Setup Meeting dialog, the following dialog
will be displayed.

.f:}‘ Minukte Minder o< 10:29 @
Agenda
Iterm | Speaker | Tirne

| Edit... || Delete || Down |
=~

This dialog not only allows creation of agenda items with associated owners and times but also allows
choice of the sequencing of Agenda Items.
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To create agenda items:

ik

Select Add from the Agenda dialog to present the
Agenda Details dialog

Enter the subject of the Agenda item into Item
Name.

Optionally select a speaker for this agenda item from
the Speaker list. Only people selected as Attendees
of the meeting will appear in this list as these will be
notionally the only people attending your meeting.

Optionally select or enter a time allocated to this
agenda item using the Time (minutes) field.

On completing your agenda item creation, select OK
to close the Agenda Details dialog. Your Entry will
be appended to the Agenda list.

Repeat the steps above until all Agenda Items have
been created.

ﬂcj Minute Minder

oz 10:20

Agenda Details

Item Mame:
|5chedule |

Speaker:
|Gar~_.f Jarwis v|

Time (minutes):

Cancel

¥ | Minute Minder % 10:29
Loenda

Itern | Speaker | Tirne

Schedule Gary ... 10

[ Edit...

|| Delete || Down |

E|‘
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Removing Agenda Items

To remove agenda items:

1. Click on the Agenda item you wish to remove from
the Agenda list.

2. Press the Delete button to permanently delete the
selected Agenda item. The Agenda item will be
removed from the Agenda list.

¥ | Minute Minder % 10:29
&ogenda
Item | Sphieaker | Time
Schedule Gary ... 10
Dy Bob ... 10
QA Heidi ... 10
Docs Ancly ... 10

Laurnch
ACH

[ Edit...

|| Delete || Down |

E|A

Using the example above agenda item Launch will be removed from the meeting schedule.
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Modifying Agenda Items

Having entered our agenda items it is likely you may wish to revisit some of these agenda items to

make amendments.

To modify agenda items:

1. Click on the Agenda item you wish to edit using the
agenda list.

2. Press the Edit button to open the Agenda Details
dialog. The dialog will be automatically populated
with the item you chose to edit.

3. Use the Item Name, Speaker and Time (minutes)
fields to make the necessary adjustments to the
selected Agenda Item.

4. Use the OK button to save the changes or
alternatively press Cancel to dismiss the changes.

£33 |Minute Minder oz 10:20
Agenda
Itern |5peaker|THne
Scheduls Gary ... 10
Dy Bob ... 10
4, Heidi ... 10
Andy ..

Launch Gary ... 10
ACE 2

[ Edit... || Delete

|| Down |

E|A

l.{f}jr‘«"‘ Minute Minder

Logenda Details

% 10:29

Itern Marme:

|D|:u:5

Speaker:

|ﬁlr‘u:h,r Bowen

Time (minutes):
10 -

Cancel
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Determining Agenda Item Order

It is possible that the order in which Agenda Items have been entered into Minute Minder is not the
order by which the meeting should be conducted. Minute Minder provides Up and Down buttons to
facilitate altering the sequence of agenda items. Using our example above it transpires that Andy
Bowen needs to leave the meeting eatly and has therefore requested that his DOCS agenda item be
moved to the beginning of the meeting.

To change Agenda the order:

._a‘rwj' Minute Minder oZ 10:29 @

1. Click on the Agenda item you wish to move either up

) Agenda
or down the agenda list. T I F—— I —
2. Use the Up button to move the item up one in the Schedule Gary ... 10
Agenda list. When the Agenda items reaches the top 3255 ;"QEHF 13
of the list this button will set to unavailable. 08 Heidil 10
3. Use the Down button to move the item down one in ;%Jg ch Gary .. éD

the Agenda list. When the Agenda items reaches the
bottom of the list this button will set to unavailable.

[ Edit... || Delete || Down |

E|‘

To move the DOCS agenda item to be the second agenda item within our meeting, click on DOCS
within the agenda list and then press the Up button twice.

Once all agenda items have been created and the sequencing determined then press OK to save
changes. On saving the changes Minute Minder will verify the total time for all agenda items does not
exceed the duration of the meeting. If the total agenda items exceeds the meeting time then a warning
message will be presented inviting the user to either extend the meeting time to accommodate the
agenda items or allow the user to adjust the agenda item times to fit the meeting time.
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Booking the Meeting 5

Having created our Meeting the next step in the process is to book the meeting by
sending out calendar invites to our Required and Option attendees.

This chapter guides you through the simple steps of sending meeting Invites.
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Booking the Meeting.

Having created a title, chosen a time for, selected attendees and created an agenda for the meeting the
next step in the process is to Book the meeting by sending out a meeting invite.

The act of booking the meeting will place a Calendar invite in each attendees Inbox for them to accept
ot decline. The content of the Calendar invite will contain:

e Alist of all the Attendees of the meeting
e The Date/Time the meeting is scheduled for.
e The Agenda with Speakers and Times.

Before booking the meeting ensure you have chosen the correct attendees, selected the correct
date/time and created all the agenda items and placed them in the correct sequence.

Finally ensure that each of your attendees has a correct email address associated with them. It will be
this email address that is used to send the meeting booking. (Refer to Creating A Meeting)

To Book the meeting invite:

£33 |Minute Minder % 10:20 ¢

1. Select Book from the Tools menu of the Setup

. ) Setup Meeting
Meeting dialog. Enter a title for this meeting:
2. A confirmation prompt will be presented to ensure Project Progress Meeting
you wish to se.nd Fhe.meetlng invite. Press Yes to Date,/Time
send the meeting invite or No to abandon the 18 JUly 2005 at 10:45 &M for
Booking. 30rmins Set...
-Attendees
5 attendess - 4 Req, 1 Opt,

Options...

Distribute prs,
Minute... Got,..
Book

=

Book meeting and send
invites?

Yes Mo
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Minute Minder will use ActiveSync to post the meeting invite. The invite for the meeting will appear
within each attendees Inbox as follows (Microsoft Outlook client used as an example):

Inbox - Microsoft Outlook
! File Edit Wiew Go Tools Actions Help Type a guestion for help =
i &Reply =#Reply to All !E%‘-”l@&ack D) LA EL(S [ 9] 5 .

Look for: v Search [N~ Inbox  Find MNow Clear Cptions~- x

E;! ' ! | | [.]| Fram | Subject I Received T

=] pate: Today
E‘E Sinmon Hopper Project Progress Meeting Tue 25/01/2005 14:12

The meeting will be booked to each attendees Calendar as follows (Microsoft Outlook client used as
an example):

Bl Calendar - Microsoft Outlook ‘ 2 I:I‘ X|
! File Edit Wiew Go Tools Actions Help Type a guestion for help =
FH New ~ | % 120Find !Eﬁlﬁﬂack-ﬁlﬁﬁﬁﬁﬂﬁ !
Look for: ~ Search In~ Calendar Find MNow Clear Cptions~- x
Calendar 18 July 2005 &
18 July A~ 4 July 2005 2
""" M TWwW T F 5 5
1 2 3
4 5 6 F 8 910
OBDD 11 12 13 1415 16 17
18 19 20 21 2223 24
09 oo 25 26 27 28 29 30 31
10 u]n] | TaskPad
_iﬁé 10:45-11:15 Project Progress Mesting _ | |
1 1 0 There are no items to
shiaw in Ehis wigw,
12 (u]i]
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The Calendar invite will provide all the necessary details about the scheduled meeting in order for an
attendee be fully prepared to attend and contribute to the meeting.

From:
Reguired:
Optional;
Subject:

Location:
When:

P v Accent | 2 Tentative | X Decline | & Propose MNew Time | 5 | X

This meeting is nok in the Calendar; it may have been moved or deleted,

i Simon Hopper Sent:  Tue 25/01/2005 14:12

'Simon Hoppet'

Project Progress Meeting

18 Juby 2005 10:45-11:15,

¥ Project Progress Meeting - Meeting :HE‘E‘

! File Edit Wiew Insert Format Tools Actions Help

Westing auto generated by Minute Minder® from Raspberry Software Ltd.

Attendees
Simon Hopper
Andy Bowen
Diane Fish
Bob Halt

Gary Jarvis
Heidi Lee

DateTime
sunday, July 18, 2005 at 10:45 AM for 30mins

Anenda

1. Schedule, Speaker:Gary darvis, Time: 10 mins.
2. Docs, SpeakerAndy Bowen. Time: 10 mins.
3. Dev. Speaker.Bob Holt. Time: 10 mins.

4. QA Speaker:Heidi Lee. Time:10 mins,

5. ADB. Time:5 mins.

Simply press Accept to confirm you will be attending the meeting or Decline to reply back to the
sender that you will not be able to attend.

You have now created your meeting and booked it with your colleagues. You are now fully prepared
and you have primed your colleagues as to the purpose of the meeting and who will be attending.

=

When the meeting is booked, there is currently no programmatic way of setting an
attendee as Optional within a Calendar invite as this flag is not accessible on the mobile
device. Instead Optional Attendees will be flagged as optional in the body text of the
meeting invite.
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Taking Meeting Minutes 6

It is very rare that meetings are conducted at the speed by which minutes can be
taken. Minute Minder provides an efficient mechanism for recording minutes
against agenda items. It is also recognised that often minutes need to be revisited to
add additional details. ~ Minute Minder provides a sophisticated navigation
mechanism to navigate through previously taken minute notes or skip to notes to
complete agenda items.

This chapter guides you through the process of taking minutes within a meeting, it
describes the process of entering minutes against a given agenda item and describes
the process of navigating through previously taken minutes.
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Having successfully scheduled our meeting we are now ready to take minutes within the meeting.
Select Minutes from the Edit menu. You will be presented with a dialog similar to the following:

.f:}' Minute Minder s 10:29 @

MinLtes

&ogenda Itemn:  Contributor: Type:
|5|:hedule v||Gar\_.r Jarvis v||C|:|mm v|

(IR [new ][ ue ]

.

-

Edit Eﬂ*

The following sections describe the main controls on this dialog and their usage.

Agenda Items & Contributors

The Agenda Item dropdown list contains all the agenda items we scheduled for our meeting and the
sequence in which they will be discussed within the meeting,.

New Agenda items can be created from the Agenda Item dropdown list. See Creating New Agenda
Items and New Contributors.

The Contributor dropdown list contains a list of all mandatory and optional attendees associated with
the meeting. By default the Contributors name will default to the Speaker of the Agenda item that we
created in the Creating Meetings chapter. The Contributors name can be overridden by selecting
another person from the Contributor list.

Additional Attendees may attend the meeting than were originally invited. It is often important to
record who attended the meeting for later reference. In order to avoid having to revisit the Meeting
Setup screen Minute Minder provides a shortcut facility for you to add additional Attendees using
<new> from the Contributor dropdown list of the Minutes Screen. See Creating New Agenda Items
and New Contributors.
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Minute Categories

The Type dropdown list details the type of minute being taken; there are three categories to choose
from:

Minute Description
Type
Action A minuted item should be marked as Action when a task is placed upon a

person. An Action usually has associated with it a time by which the Action
should be completed. For more details on setting the completion time on
an Action please refer to the Due button below. An example of an Action
might be:

Gary Jarvis to complete first draf? of Documentation by 26" July

Comment A Comment provides a record of something someone has said in a meeting,
An example of a Comment might be:

Gary Jarvis stated that the Import chapter of the product is now complete.

ecisi ecision provides a record of where consensus was agreed around a
Decision A Decisi rovid d of wh reed around
particular item being discussed. An example of a Decision might be:

The project team agreed that the product needs to be released by Christmas if we are not
going to miss market opportunity.
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Navigating Minuted Items

While it would be nice to imagine that meetings followed the sequence of agenda items created prior
to the meeting, in reality this typically is not the case. It is not uncommon that Agenda items will be
discussed out of order and/or revisited many times dutring the meeting. Minute Minder provides a
series of powerful navigation buttons to guide you through previously taken minutes.

The navigation buttons provide a quick and easy method allowing access to previously entered minutes

records. Consider that the following sequence of Minutes have been taken against the following
agenda:
1. Schedule
2. Docs
3. Dev
4. QA
5. AOB
Sequence of | Minute Text Agenda Contributor | Type
Minutes Item
Recorded
1 Code Complete 2 weeks behind | Schedule | Gary Comment
schedule. Jarvis
2 QA complete 3 weeks behind | Schedule | Heidi Comment
schedule due to illness Lee
3 Documentation sent to | Docs Andy Comment
translators Bowen
4 Documentation now adheres to | Docs Andy Comment
the new style guide. Bowen
5 Documentation expected to be | Schedule | Andy Comment
3 weeks ahead of schedule Bowen
6 QA have 250 bugs to recheck | QA Heidi Comment
as a result of developer bug Lee
fixing
7 All automated testing has | QA Heidi Comment
been completed. Lee
8 Scaleability testing cannot | QA Heidi Comment
start until Code Complete Lee
has been declared
9 Launch party preparations | AOB Gary Comment
are underway Jarvis
10 Forgot to mention 1 will be|QA Heidi Comment
on vacation for the next two Lee

weeks

The following describes the action of the navigation buttons using the above minute sequence as an
example of each navigation buttons use.
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Action

Examples(s)

Moves to the next minute note in the
sequence of the current agenda item.

If on the last available minute note
within any given agenda item, this
button will be unavailable.

If on minute note 2 pressing |I| will move to
minute note 5 as the next available note on
Schedule was entered as note 5

Moves back to the previous minute
note in the sequence of the current
agenda item.

If on the first available minute note
within a given agenda item this button
will be unavailable.

If on minute note 4 pressing III will move
back to minute note 3 as this minute note is
the previously recorded minute note against
Docs

Moves to the last minute note of the
next Agenda item. The next agenda
item is governed by the order in the
Agenda Item dropdown list.

If the next agenda item has no minute
notes associated with it then a new
note will be presented for this agenda
item. If no text is entered against this
note and a new note is navigated to
then this note will not be saved.

If on the last agenda item then this
button will be unavailable.

Example 1 1f on minute note 1 pressing |E|
will move to minute 4. This is governed by
the fact that DOCS is the next agenda item
after Schedule and minute 4 is the last
recorded minute note against DOCS.

Example 2 1f on minute note 4 pressing |E|
will present a new minute record for Dev.
This is determined by the fact that Dev is
the next agenda item after DOCS however
given no minutes notes have been created for
Dev then a new record is presented for
minute entry. This note will only be saved if
text is entered into the notes area of this
record.

Moves to the last minute note of the
previous Agenda item. The previous
agenda item is governed by the order in
the Agenda Item dropdown list.

If the previous agenda item has no
minute notes associated with it then a
new note will be presented for this
agenda item. If no text is entered
against this note and a new note is
navigated to then this note will not be
saved.

If on the first agenda item then this
button will be unavailable.

Example 1 1f on minute note 9 pressing IE
will move to minute 10. This is governed by
the fact that QA is the previous agenda item
before AOB and minute note 10 is the last
recorded minute note against QA.

Example 2 1f on minute note 7 pressing IE
will present a new minute record for Dev.
This is governed by the fact that Dev is the
previous agenda item before QA however
given no minutes notes have been created for
Dev then a new record is presented for
minute entry. This note will only be saved if
text is entered into the notes area of this
record.
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Moves to the last minuted note of the

. If on minute note 4 pressing IEI will move to
IEI last agenda item.

minute note 9 which is the last minuted item

of the last agenda item.
If on the last minute note of the last

agenda item or there are less than two
minute notes then this button will be
unavailable.

Moves to the first minuted note of the

. If on minute note 4 pressing IE will move to
IEI tirst agenda item.

minute note 1 which is the first minuted item

‘ of the first agenda item.
If on the first minute note of the first

agenda item or there are less than two
minute notes then this button will be
unavailable.

New and Due

The New button creates a new minute note. By default the agenda item for the previous minute note
will be used as the default agenda item for the new note however this can be overridden by simply
selecting an alternative agenda item from the Agenda Item dropdown list.

The New button will append a new note at the end of the current agenda item.

The Due button allows a date to be entered against an agenda item. A Due date can only be recorded
against Action agenda items to indicate the target date the action is to be completed. On entering a
Due date a calendar control the same as that described in Chapter 5 will be presented.

Note Text

The text box provides an area to record minuted text for any given agenda item. Text is entered using
your preferred IME data entry devices.
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Adding Minute Notes

To enter a new minute:

1.

Click on the New button, this will present a new
minute record for data entry.

Select the Agenda Item the minuted note refers to if
it is different to the default one displayed.

Select the Contributor who provided the minute
information within the meeting if it is different to the
default one displayed.

Select the Type to indicate whether the minute refers
to a Comment, Decision or an Action.

If the Type refers to an Action optionally select a
Due date the action is to be completed by.

Finally enter the text that represents the minute into
the text field.

To save the minuted note either click on OK to close
the Minutes dialog, press New to enter a new record
or navigate to a previously minuted note using the
navigation buttons.

¥ | Minute Minder % 10:29
Minutes

Loenda Ttern:  Contributor: Type:

Qe -||HeidiLee  |[Comm +|
[« [«]>]Pp]¥] [ New ][ Due |
Al autormated testing has been -
completed. M
Edit Eﬁk
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Modifying Minute Notes

It is not uncommon for previously minuted items to be revisited to remind attendees of the meeting
what was said or to add or amend information.

To modify a previously entered minute note:

1.

Use the navigation button to locate the minute note
that requires modification. Refer to Navigating
Minuted Items.

The Minutes dialog will be populated with the
details of the minuted item displaying the Agenda
Item, Contributor, Type and Minuted Text.

Make alterations to the Agenda Item, Contributor,
Type and Minuted Text fields as required.

To save the minuted note either click on OK to close
the Minutes dialog, press New to enter a new record
or navigate to previously minuted note using the
navigation buttons.

¥ | Minute Minder % 10:29

Minutes

Agenda Itern:  Contributor: Type:

oa ~|[Heidi Les ~][Cormm ~|

[ed«l[<]>Jp]p¥] [ vew ][ ue ]

Scaleahility testing cannot start until
Code Cornplete has been declared.

FY

Edit

E|‘

=

If altering the Agenda Item for a previously taken minute it should be noted that the

order by which the minuted note will be navigated using the navigation button will

change. Refer to Navigating Minuted Items.

Manipulating Notes Text

The Edit menu provides a number of options to manipulate the notes text. These options again assist
in fast note taking which is essential in a meeting notes taking environment. The following table
provides details on the functionality of each Edit menu option.

Edit menu

option Functionality

Undo Undoes any previous data entry in the text of the minute note.

Redo Reapplies what was previously undone with Undo.

Cut Cut is only available when text has been highlighted. Cut will remove the
selected text from the note and save it to the clipboard.

Copy Copy is only available when text has been highlighted. Copy saves the selected
text to the clipboard. Unlike Cut the text is not removed from the meeting
note.

Paste Paste is only available when there has been something saved to the clipboard
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either via using Cut or Paste from Minute Minder or via another clipboard
compliant application. Paste will insert the text within the clipboard into the
text from the position of the cursor within the Notes text.

Clear Clear will remove all text from the notes text.

Select All Select All will highlight all Notes text. This is a useful feature if you want to
copy the contents of one Note to another if used in conjunction with Copy.

Find/Replace | Find will prompt the user to enter some text to find within the Note. On
selecting OK you will be able to step through all occurrences of that text. This
operation will apply to all Notes entered.

Replace will prompt the user to enter some text to find within the Note and
some text to replace it with. On selecting OK all occurrences of the find text
will be replaced by the replace text. This operation will apply to all Notes
entered.

Saving New and Modified Minute Notes

To facilitate ease of use Minute Minder is set to be in a permanent editable state. What this means is
that as a previous entered minute note is navigated to the note is available to be edited. As the user
closes the Minutes dialog, presses the New button or navigates to a different note then this action
will automatically save the current note.

Similarly if a new minute note is entered using the New button then this note is automatically saved as
the Minutes dialog is closed or a previous note is navigated to. The only exception to this rule is if no
minute text is entered against a note in which case the note will be discarded as the dialog is closed or a
previous record is navigated to.

Notes can be removed from the system by removing all the text of a note and then

navigating away from that note.
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Creating New Agenda Items and New Contributors

It is not uncommon for new agenda items to be raised during meeting or on occasions additional

attendees attend the meeting.

from within Minute Minder without having to exit the notes taking screen.

To create a new Agenda Item from the Minutes

dialog:

1. Select <new> from the Agenda Item dropdown
list.

2. The Agenda Details screen will be presented for
you to append a new agenda item to the meeting.

3. Enter the subject of the Agenda item into Item
Name.

4. Next select a speaker for this agenda item from the
Speaker list. Only people selected as Attendees of
the meeting will appear in this list as these will be the
only people attending your meeting.

5. Optionally select or enter a time allocated to this
agenda item using the Time (minutes) field.

6. Use the OK button to save the changes or

alternatively press Cancel to dismiss the changes.

NOTEI1: If the new Agenda Item is to be associated with a
person who was not originally invited to the meeting then
this person will need to be added as a Contributor before the
new agenda item is created. (See below).

NOTE2: If you are currently editing a note, e.g. you have
some notes text associated with the note then selecting
<new> agenda item will effectively change the agenda item
for that note. If this is not what is desired then the New
button must be used to create a new note prior to using the
<new> option in the agenda item list.

ﬂcj Minute Minder

It is important to have a means of creating these new items quickly

oz 10:20

Minutes

Agenda Itern:  Contributor: Type:

LA0B

|Garﬁ,f Jarwis v||C|:|mm v|

Dy

24,

5157 [ew | ue |

< 1B =

[

Edit

l.{f}jr‘«"‘ Minute Minder

Agenda Details

Itern Marme:

|Release

Speaker:

|Gar1_.r Jarvis

Time (minutes):
10 -
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To add an additional Contributor to the meeting
from the Minutes dialog: fwj Minute Minder % 10:29 (I

1. Select <new> from the Contributor dropdown list. Minutes
&ogenda Itermn:  Contributor; Type:

|5chedule v| Andy Bovwer R |C|:|mrn v|
Diatie Fish

. M Gary Jarvis
3. Select either the Req or Opt checkboxes to add new IE”E”I”I”: Heigi Lee

attendees to the meeting.

2. The Attendees screen will be presented for you to
select a new Attendee.

4. If an invitee does not appear within this list then use
the Other button to add additional attendees. (Refer
to section of 'Creating a Meeting' chapter)

5. Use the OK button to return to the Minutes screen.
If additional Attendees were selected then these will
appear in the Contributor dropdown list of the ||
Minutes screen.

Edit E|A
NOTEI!: If you are currently editing a note, e.g. you have {‘j Minute Minder << 10:29 @
some notes text associated with the note then selecting to Attendees
create a <new>> contributor will effectively change the #ab||:de|ﬁ;|h | ik |Irnr'|||:|pq| rst |uvw| oz
contributor for that note. If this is not what is desired then | MNarme | Reg | opt |~
th(? New button must. be .used to crea'Fe a new note prior to 5 Andy Bowen O
using the <new> option in the Contributor list. 5 Bab Holt O
Diane Fish ] -
F= Gary Jarvis [] L
Greg Crystal O] ||
Heidi Lee Ol |+
[« ] i IIC

|:| Orly shiowy selected contacts
6 attendees - S Req, 1 Opt,

E|A
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Distributing Meeting Minutes I

This chapter details how meeting minutes recorded within Minute Minder can be
distributed to all Attendees of the meeting. The minutes will automatically be

processed into formatted minutes using the output preference and template supplied
within Tools Options.
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Steps Performed As Part Of The Distribute Process.

One of the powerful features of Minute Minder is its ability to automatically generate formatted
minutes from the minute notes taken in the meeting. No longer do you need to spend hours trying to
read your hastily scribbled notes from the meeting and re-entering these into a word processor in
otder to produce formatted minutes. A simple selection of a menu item in Minute Minder will
generate these minutes for you and distribute them to all attendees of the meeting.

To Distribute the Minutes:

1. Select Distribute from the Tools menu from the
Setup Meeting dialog.

2. A prompt will be displayed informing the user the
minutes have been generated and saved to the
mobile device. A question is then asked if you wish
to send the minutes at this time or defer the sending
to a later time. Select Yes to send the minutes or No
to defer the send operation. If the user chooses to
send the minutes then all attendees of the meeting
will be sent the minutes as a mail attachment.

Minute Minder will inform the user when the
minutes have been sent.

£33 |Minute Minder oz 10:20 (D

Setup Meeting

Enter a title for this meeting:
Project Progress Meeting

-Date/ Time
Ff18/05 at 10:45 AM for 15mmins
Set...

-Attendees

£ attendess - 5 Req, 1 Opt,

Options...

Distribute B

Minute... Sot,..
Boolk

Tools|Help E|*

£33 |Minute Minder o< 10:29

Setup Meeting

Enter a title for this meeting:

Minutes generated,
continue with distribute?

Yes Mo

-agenda
S agenda itemns.

Set...

Tools Help E|*

-B5 -




Minute Minder

Completing the above operation will perform the following actions:

e The Output format (RTF or Plain Text) and the Template (RTF only) selected in Tools
Options will be used to generate the formatted minutes. All information created in the
process of creating the meeting and recording the minutes will be pushed through the template
to produce formatted minutes. The minutes file created by the template will be stored in My
Device\Program Files\Raspberry Software\Minute
Minder\Output\. The generated minutes file name will be the same name as the file
that stored the meeting minutes but instead of having an .RSM file extension the file will have
a .RFT or .TXT file extension depending on the output format selected by the user. The
output directory provides the user an opportunity to review the minutes file before sending out
the minutes. This file can either be viewed on the mobile device or via copying the file to the
PC to review.

: Amendments to the meeting minutes should be made by editing the minute notes using
Minute Minder on the mobile device as this forms the master version of the minutes.
When the Minutes are later regenerated and sent then all alterations will be honoured.
=

For more information regarding the format of the created minutes please refer to
Chapter 10 Customizing Templates.

e Once the formatted minutes have been created and the user requests to send the minutes an
email will be created with the formatted minutes attached. This email will be sent to everyone
who was invited to the meeting.

= If the Tools Distribute option is executed more than once then the old output minute

file generated in the Output directory will be overwritten by the new version.
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An example of the email sent by Minute Minder is as follows:

=
-

® Minutes for meeting: Project Progress... I:I‘ X‘
L CaReply ] G8Reply to Alll G Forward [ -a A v | & | X | 2 - % - K

: File EBEdit Wiew Insert Format Tools Actions Help

From: Sirmon Hopper Sent:  Fri 11y03/2005 11:14
To: Simon Hopper
cc

Subject:  Minukes for meeting: Project Progress Meeting.,

Hinutes auto generated and distributed by Hinute Minder® from
Faspberry Software Ltd.

Actendees

Andy Bowen

Eokh Holt

Diane Fish [(Opt)
Gary Jarvis
Heidi Lee

Simon Hopper

Date/ Time
7/18/08 at 10:45 AM for 3I0mins

Loenda

1. Schedule. Speaker:Gary Jarwvis. Time:10 mins.
2. Does. Speaker:indy Bowen. Time:10 mins.

3. Dewv. Speaker:Bob Holt. Time:10 mins.

4. b, Speaker:Heidi Lee. Time:15 mins.

5. AOE. Time:5 mins.
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An example of the formatted minutes attachment is as follows:

Start

Company Confidential

Minutes from the Project Progress Meeting held on Monday, July 18, 2005 at 10:45 AM
and scheduled for 30mins.

Those asked to attend the meeting were as follows:

Name Required
1. Andy Bowen Required
2. Bob Holt Required
3. Diane Fish Optional
4. Gary Jarvis Required
5. Heidi Lee Required
6. Simon Hopper Required
The agenda set for the meeting was as follows:
Item Sponsor Time
Allowed
1. Schedule Gary Jarvis 10
2. Docs Andy Bowen 10
3. Dev Bob Holt 10
4. QA Heidi Lee 15
5. AOB 5
Minutes

Item. Speaker Note Due Date
Type
1.C Gary Jarvis | Schedule

10:20:54 AM | Code Complete 2 weeks behind

schedule.

2.C Heidi Lee QA complete 3 weeks behind

10:22:33 AM | schedule due to illness
3.C Andy Documentation expected to be 3

Bowen weeks ahead of schedule

10:25:56 AM
4.C Andy Docs

Bowen Documentation sent to

10:27:00 AM | translators
5.C Andy Documentation now adheres to

Bowen the new style guide.

10:30:10 AM
6.C Heidi Lee QA

10:35:31 AM | QA have 250 bugs to recheck as

a result of developer bug fixing

7.C Heidi Lee All automated testing has been

10:36:36 AM Comp|eted_
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8.C Heidi Lee Scaleability testing cannot start
10:40:38 AM | until Code Complete has been
declared
9.C Heidi Lee Forgot to mention | will be on
10:43:38 AM | vacation for the next two weeks
10.C Gary Jarvis | AOB
10:45:27 AM | Launch party preparations are
underway

This file 'Project Progress Meeting.rtf' was generated from 'Project Progress Meeting.rsm' on
Friday, March 11, 2005, 11:25 AM.

End
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Quick Import 8

Ever attended a meeting where at the last minute you have been volunteered to take
the minutes? More often than not you scrabble for you notepad and struggle to
record the attendees names as well as note take as the meeting gets into full swing.

With Minute Minders “Quick Import” feature this is not longer an issue. Quick
Import provides a facility for you to Import the current or next meeting from your

calendar into Minute Mindert.

This chapter guides you through this simple but powerful feature of Minute Minder.
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The Quick Import feature will create a new Minute Minder meeting by importing all the details it can
from the current or next calendar appointment on your mobile device. This functionality provides a
quick start to any meeting and avoids duplicated effort in entering data into Minute Minder that
already exists elsewhere on your mobile device.

The Calendar appointment subject will be used as the title for the meeting. In addition all the invitees
to the Calendar appointment will be imported into the imported meeting.

Imagine your Calendar looks as follows:

1% |calendar o< 12:50 9

18ulos [Eiwrirss B « »

Project Progress Meeting
10:45-11:15

Docs Review Meeting
16:00-17:00

Mew Tools E E E E|*

Notice the time is 12:50, our Project Progress Meeting has passed and our next appointment is at
16:00, Docs Review Meeting. Imagine you have been requested to take minutes in this meeting.
Quick Import allows you to prepare for minute taking for this next appointment.
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To Import the next Calendar appointment into
Minute Minder:

1. Select Quick Import from the Tools menu from the
File List screen.

2. Minute Minder will determine the cutrent or next
appointment and provides a Yes/No dialog
requesting whether this meeting should be imported.

3. Selecting No will abort the import process and
return back to the File List Dialog.

4. Selecting Yes will create a new meeting.

e The Subject of the Calendar appointment will be
imported into the Meeting Title field.

e The Date and Time of the Calendar appointment
will be imported into the Date, Start/Finish time
of the meeting.

e The Attendees in of the Calendar appointment
will be imported as Attendees of the meeting.

£ |Minute Minder % 10:29 €3
[E All Folders Mame
¢|Budget Review 10:32 213b
¢-|Design Review 10:32 405h
&5|Rugby Club AGM  10:29 435b
¢Z|Wine Tasters 10:32 429b

Options

Quick Import

Irnport 'Diocs Review
Meetitng'.

Yes No

.f:j' Minute Minder o< 13:03 @

Setup Meeting
Enter a title for this meeting:
Docs Review Meeting

-Date/ Time
18 July 2005 at 04:00 PM for 1hr
Orrins Set...
-Attendees

3 attendees - 3 Req, 0 Cpt,

-Agenda
0 agenda iterns.

Set...

Tools Help E|*

Once imported, the meeting can then be modified to create agenda items in readiness for the meeting.
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Minute Minder Options

This chapter details the settable options from within Minute Minder.
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Settable Options

The Options setting within Minute Minder allows the user to set their preferred file format when
distributing the meeting minutes and set whether the owner should be added as a default attendee
when creating new meetings.

To change the Options within Minute Minder: £ Minute Minder < 1029 @
. Options
1. Select Options... from the Tools menu from the
File List screen OR select Options... from the Expoart Farmat:
Tools menu from the Setup Meeting screen. |RTF '|
2. Use the Export Format: dropdown list to choose Termplate Mame:
between distributing minutes as RTF format or Plain |5tar-|dard -

Text.
Always Include Crwrer

3. If RTF format has been selected then you can
optionally select the Template Name you wish the Cancel
output to be produced in the style of.

4. Finally check the Always Include Owner checkbox
if you wish Minute Minder to automatically create
the owner of the device as an attendee of the
meeting. If this checkbox is unchecked then the E|‘
owner of the mobile device will not automatically be
created as an attendee of new meeting.

RTF stands for Rich Text Format and is a format supported by Microsoft Word and Microsoft
Wordpad (available on most operating systems). As the name implies RTF allows text to be formatted
to produce rich output. The types of formatting supported include:

Bold/Italic/Underline
Colours

Tables

Fonts & Sizes

Plain Text supports no formatting characteristics and supports only fixed width fonts. The advantage
of using Plain Text over RTF is that the files produced are ASCII and hence can be read by many
applications.

One Template is provided with Minute Minder that produces well formatted minutes. Minute Minder
provides a powerful means of adding your own Templates to suit different situations. Refer to

Customizing Templates within the Distributing Meeting Minutes chapter.

The options set are global and hence apply to all Minute Minder files that are opened.
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If the Always Include Owner option is checked then the Name and Email address of the mobile
device is read from Owner Information (Start Menu, Settings, Owner Information) and used to create
an automatic attendee when new meetings are created. The owner of the meeting is denoted by a
green icon in the Attendee list if the owner is not already in Contacts in which case it will align to
Contacts.

This option is useful as by default the creator of the meeting is not created as an attendee and
therefore would need to be explicitly included as an Attendee by selecting them from Contacts or
creating them as an Other attendee.

This option has no effect when creating a meeting via Quick Import as in this situation the owner of
the meeting is automatically read from Calendar invite.

If the mobile Device Owner Information contains no data in the Name field then not

attendee is automatically created.

The Owner Information is read in by Minute Minder at the point Minute Minder is
started. If you change the Owner Information be sure to stop Minute Minder from
running in memory in order for it to recapture the new Owner information the next
time it is started.
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Customizing Templates 10

By default Minute Minder ships with one predefined Minutes Template, Standard.rtf.
However a sophisticated template generation process is available to allow users to
create their own customized templates in order to use different output templates to

suit different situations. This chapter guides you through the process of creating the
templates.
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The format the Minutes are created in is determined by the Template file currently selected within the
Tools Options menu (See Minute Minder Options chapter). By default Standard.rtf is used within
Minute Minder, however, this chapter guides you through creating your own custom templates.

Minute Minder provides a mechanism for users to create their own Template files. For example the
format of minutes produced for a Rugby Club AGM might be different to the format required within
a Business Meeting,.

Template files contain a number of tags that signify the data to be output within the formatted
Minutes document. These tags can be formatted to create a rich Minuted Output document.

New Templates must be produced as .RTF files (supported by Microsoft Word and Microsoft
Wordpad). Once created these files must be uploaded to the Templates directory of the Minute
Minder install. Typically this is within the following location

My Device\Program Files\Raspberry Software\Minute Minder\Templates

For example uploading new Template files Legal and Informal to the above location on your
device would present these new templates as selectable within Tools Options.

.'f:.j‘ Minute Minder o< 10:29 @

Options

Export Format:
[RTF -

Termplate Marne:
Inforrnal

Informal
Legal

Cancel

E|A

=" Under no circumstances should the Standard.rtf template be modified.
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=" It should be noted that if creating your Customized Template using Microsoft Word

the RTF file created by Word may contain a number of additional pieces of
information not visible to the user. For example if modifying a file, change history is
automatically added to the RTF files without the user knowing. These automatic
insertions into the file could cause issues within Minute Minder. It is highly
recommended that once the Customized Template has been created using Word it be
opened and saved using Microsoft WordPad. WordPad will automatically filter out the
additional content added by Microsoft Word creating a purer RTF Template file.

The remainder of this chapter will describe the generation of a new Template file and detail the Minute
Minder tags that can be contained within it.

Template Tags

An example of a Tag within a Template file is as follows:

Minutes from the ~meeting_name” held on “meeting_long_date™

Once invoked via the Tools Distribute option this would produce formatted minutes as follows:
Minutes from the Sales Meeting held on Sunday, March 31, 2005

This simple example highlights a number of rules associated with tags.

1. All tags are enclosed within the an opening ”~ and a closing ”* character

2. The text enclosed within the © characters has to be text that means something to Minute
Minder. Using our example above the "Meeting name”™ will be substituted with the text the
user entered for the meeting title for the meeting they created. See later in the chapter for a
complete list of supported tags.

3. Text that is not enclosed within ” characters will simply be output as literal text. Using the
above example “Minutes from the ” and “ held on” will simply be pushed through to the
output document preserving any formatting applied.

Note the tags can be formatted as can any other text within the template file. In the above example
the meeting name and date have been formatted as bold. Simply format the tag using the desired
formatting attribute and this will be adhered to in Formatted Minute output.

Repeating and Non-Repeating Tags
There are two types of Tags within Minute Minder, those that repeat and those that do not.

Non-Repeating tags apply to data that contains only one element of data. An example of a Non-
Repeating tag is Meeting Name. See example above.
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A Repeating tag is where there are multiple instances of data for a particular tag. Examples of
repeating tags are Attendees or Agenda Items. For example adding the following tag to your template
will repeat the tag for every Attendee invited to your meeting.

Nattendee_list "%d. %on"™
Would produce something like:

. Andy Bowen
. Bob Holt

. Diane Fish

. Gary Jarvis
. Heidi Lee

GabhwWNPRFP

In this example the tag attendee_list denotes that we wish to output the meeting Attendees. The tag
Attendees_list accepts a number of parameters which determine the type of output to be generated as
part of this tag. In the above example we have used the following parameters:

%d — nth Attendee
%n — Attendee Name

The key concept here is the tag “~attendee_list "%d. %n”” will repeat for every Attendee
invited to the meeting meaning all attendees will be showed in the formatted minutes output.

Non-Repeating Template Tag Definitions

This section describes all the Non-Repeating tags that can be used within a Minute Minder Template.
For each tag we describe its syntax, its meaning and an example of the output. Refer to “Example
Template File” to see an example of how these tags can be used.

Tag Definition & Example
~meeting_name" The Title of the meeting as specified in the Setup Meeting dialog.
Example:

Minutes of the “meeting_name”.

Produces:
Minutes of the Project Progress Meeting.

Where “Project Progress Meeting” is the title of the meeting.

~meeting_date” The date the meeting was held in short form (format determined by

the locale of the PDA).
Example:
Meeting date: “meeting_date”

Produces

Meeting date: 18/7/2005

Where “18/7/2005” is the date set for the meeting.
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“meeting_long_date”

The date the meeting was held in long form (format determined by
the locale of the PDA).

Example:
Meeting date: “meeting_long_date”

Produces:

Meeting date: Monday, July 18, 2005

Where Monday, July 18, 2005 was the date set for the meeting.

“meeting_start®

The time the meeting was due to start (format determined by the
locale of the PDA).

Example:
Start Time: “meeting_start®

Produces:

Start Time: 10:45 AM

Where “10:45 AM” is the start time for the meeting.

~“meeting_length”

The duration of the meeting.
Example:
Meeting Duration: “meeting_length”

Produces:
Meeting Duration: 30mins

Where “30mins” is the scheduled duration of the meeting.

"minute_file®

The mobile device file that the minutes were saved into during the
meeting. Typically this file is named after the meeting title. It is this
file that was used to generate the output file.

Example:
Minutes Recorded To: “minute_file®

Produces:

Minutes Recorded To: Project Progress Meeting.rsm

Where “Project Progress Meeting.rsm” was the name of the PDA
meeting file.

~output_filen

The name of the RTF file that contains the formatted minutes.

Example:
Formatted Minutes File: “output_file®

Produces:
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Formatted Minutes File: Formatted Minutes.rtf

Where Formatted Minutes is the name of the output file.

~output_timen

The date and time the Formatted Minutes were generated. (format
determined by the locale of the PDA).

Example:
Formatted Minutes Produced: “output_time”"

Produces:
Formatted Minutes Produced: 7/18/2005 3:52 pm

~output_long_timen

The date and time the Formatted Minutes were generated (format
determined by the locale of the PDA).

Example:
Formatted Minutes Produced: ~output_long_time~"

Produces:
Formatted Minutes Produced: Monday, July 18, 2005 3:52 pm
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Repeating Template Tag Definitions

This section describes all the Repeating tags that can be used within a Minute Minder Template. For
each tag we describe its syntax, its meaning and an example of the output. Refer to “Example
Template Example File” to see an example of how these tags can be used.

Within the following sections the "<parameters>" section is repeated for each occurrence of the
repeating item.

Attendees

Tag Definition
Nattendee_list List of attendees for the meeting.
“<parameters>""

Parameters

%d | Nth item being output.

%n | Name of the Attendee

%r | Shortened “Required” (outputs as Req.) or “Optional” (outputs as
Opt.) flag for meeting attendance.

%R | Full “Required” (outputs as Required) or “Optional” (outputs as
Optional) flag for meeting attendance.

%0 | If there was a value returned by the previous parameter, move to a
new line before outputting the next parameter. This parameter
avoids throwing a linefeed unnecessarily if the last parameter
contained no value.

Example:
Name Required
~attendee_list "%d. %n %R

LN

NOTE: The "" is carried onto the next line to force each attendee onto a new line.

Produces:
Name Required
1. Andy Bowen Required
2. Bob Holt Required
3. Diane Fish Optional
4. Gary Jarvis Required
5. Heidi Lee Required
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Agenda List

Tag Definition

Nagenda_list List of agenda items for the meeting.
“<parameters>""

Parameters

%d | Nth item being output.

%1 | Agenda item name

%n | Name of the Agenda item speaker.

%t | Duration set for the agenda item.

%0 | If there was a value returned by the previous parameter, move to a
new line before outputting the next parameter. This parameter
avoids throwing a linefeed unnecessarily if the last parameter
contained no value.

Example:
Item Sponsor Time
Allowed
Nagenda_list "%d. %i %n %ot

LIVAN

NOTE: The " is carried onto the next line to force each Agenda Item onto a new line.

Produces:
Item Sponsor Time
Allowed

1. Schedule Gary Jarvis 10

2. Docs Andy Bowen 10

3. Dev Bob Holt 10

4. QA Heidi Lee 10

5. AOB 5
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Minute Notes

Tag Definition

minutes Output of each Minute Note for the meeting.
“<parameters>>"

Parameters

%d | Nth item being output.

%b | Body text for Minute Note

%S | Name of the item speaker for the Minute Note.

%a | Short type of Minute Note classification item. A, C, or D meaning
Action, comment or Decision.

%A | Long type of Minute Note classification item, Action, Comment, ot
Decision

%1 | Agenda Item the Minute Note is associated with.

%1 | Agenda Item the Minute Note is associated with. Only emitted
when the agenda item changes from the previous note. Use of this
parameter avoids unnecessary repeating of Agenda Items if the
output has not changed.

%t | Due date for item in short form (format determined by the locale of
the PDA). Only applies to Actions which have Due dates set
against them.

%T | Due date for item in long form (format determined by the locale of
the PDA). Only applies to Actions which have Due dates set
against them.

%X | Timestamp denoting when the note was first written to (format
determined by the locale of the PDA).

%0 | If there was a value returned by the previous parameter, move to a
new line before outputting the next parameter. This parameter
avoids throwing a linefeed unnecessarily if the last parameter
contained no value.

Example:
Item. Speaker Note Due Date
Type
~minutes %s 2%061%I1%b %t
"%d.%a Yox
N

NOTE: The " is carried onto the next line to force each Minute Note onto a new line.

Produces:
Item. Speaker Note Due Date
Type
1.C Gary Jarvis | Schedule
10:17:00 AM Code Complete 2 weeks behind
schedule.
2.C Heidi Lee QA complete 3 weeks behind schedule
10:19:00 AM due to illness
3.C Andy Docs
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Bowen Documentation sent to translators
10:21:00 AM

3.C Andy Documentation now adheres to the new
Bowen style guide.
10:23:00 AM

It should be noted that if font attributes such as colout, size, bold, undetline etc. are

applied to output parameters then these attributes must be applied to both the % and
the parameter name as a pair. For example:

These are permitted:
%b
%b
%b
These are NOT permitted:
%b

%b
%b

Failure to adhere to the exact tag syntax such as pairing up "'s or not closing "'s might
generate unexpected results.
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Example Template File

The following is an example Template file with typical output it will generate.

Template file

Start

Raspberry Software Limited

Minutes of the

Meeting date (Short):
Meeting date (Long):

Start Time:

Company Confidential

“meeting_name”™.

~“meeting_date™ (“™“meeting_long_date"™)

~meeting_long_ date™

~“meeting_start™ for ~meeting_length™

Those asked to attend the meeting were as follows:

Name Required
Nattendee list "%d. %n %R

LLVAN

The agenda set for the meeting was as follows:
Item Sponsor Time

Allowed

~agenda_list "%d. %i %n %t

LLVAN

Minutes
Item. Speaker | Note Due

Type Date
~minutes %s 261%I1%b %t
"%d.%a Y6X
[LVAN (LA (LA [1VAN

Minutes Recorded To:
Formatted Minutes File:

Formatted Minutes Produced (Short):

~“minute_filen
~output_filen
~output_time” (“output_long_time”n)

End
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Formatted Minutes File

Start

Raspberry Software Limited

Company Confidential

Minutes of the Project Progress Meeting.
Meeting date (Short): 18/7/2005 (Monday, July 18, 2005)
Start Time: 10:45 AM for 30mins

Those asked to attend the meeting were as follows:

Name Required
1. Andy Bowen Required
2. Bob Holt Required
3. Diane Fish Optional
4. Gary Jarvis Required
5. Heidi Lee Required
The agenda set for the meeting was as follows:
Item Sponsor Time
Allowed
1. Schedule Gary Jarvis 10
2. Docs Andy Bowen 10
3. Dev Bob Holt 10
4. QA Heidi Lee 10
5. AOB 5
Minutes
Item. Speaker | Note Due
Type Date
1.C Gary Jarvis | Schedule
10:17:00 AM Code Complete 2 weeks behind
schedule.
2.C Heidi Lee QA complete 3 weeks behind schedule
10:19:00 AM due to illness
3.C Andy Docs
Bowen Documentation sent to translators
10:21:00 AM
Minutes Recorded To: Project Progress Meeting.rsm
Formatted Minutes File: Formatted Minutes.rtf
Formatted Minutes Produced (Short): 7/18/2005 3:52 pm (Monday, July 18, 2005 3:52 pm)
End
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