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@  Meeting Minutes
1. Click on the task from the Home Page.

Or from Main Menu select Registers, Minutes. Scen QR Code 2 o

£ Then select action

. @ Tasks . n
2. Use the Search box to narrow down the display. " 3 s i

Local: Warehouse 2 Office @ Not Signed Off
Filter By Expiry Period Expired, Expi... ~ Boin21

3. Click on the item that needs to be signed off.

Filter By Task Type All = Minutes - Testing reoccurring - Safety
Local: Rear Shed @ signed Off
B25/11/21

B Minutes - Safety meeting review _ Safety _..
B 04/12/21

4. Details of the meeting will show.
4 Mable Crag 5. Open and read each of the files that are attached.

Safety meeting review

— 6. You will notice that the Sign Off ticks are not active.
Safety This wil change once you have opened & read each item.

Local: Warehouse 2 Office

Start Time Finish Time

De

Review DateTime Issue Date

4 Dec 19 4 Dec 207

Tap green circle o+ 6

7. Click e to sign off the minutes. Tap green circe to< 7 °

8. Click YES to the confirmation message.
Sign off Meeting
Minutes

By signing off these meeting
minutes you confirm that you have
read and understood all actions
required?
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