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FREE 30 DAY TRIAL

The Complete Meeting Lifecycle Solution

manage all your 
     meetings with ease
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Designed from the ground up, MeetingPoint for 

SharePoint will significantly enhance the way you man-

age meetings in your organisation and you don’t even 

need to have SharePoint installed. Huge time savings, 

magnificent efficiency, wonderful value. 

Manage internal or external attendees, drag and drop 

agenda creation, automatically report on the achieve-

ment of objectives, assign meeting resources and doc-

uments. Easily record minutes, decisions, actions and 

tasks against your agenda in any order. One click to 

publish draft documents and email them to attendees. 

Assign actions and tasks that attendees respond 

to in their own dedicated “My Meetings” interface. 

Automatically generate minutes such as Next Meeting, 

Apologies and more. Automatically carry forward on-

going minutes to the next meeting in a series and so 

much more. 
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The meeting manager interface allows one or more meeting 

managers to prepare, record and publish any number of 

meetings with ease.  Meeting managers only need to enter 
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the system, one click adds them to any number of meetings.  

You won’t need it but there’s help available on every page 

and tab.  There are too many features to list here so have 

a look at the web site for a full list plus access to the help 

system and video tutorials.

DESIGNED BY YOU

MeetingPoint for SharePoint is a meeting management 

system designed with the help of real meeting managers, 

PA’s, Secretaries and organisation heads.  It is designed to 

manage all aspects of any meeting type and work on the 

basis of Prepare, Record and Publish. It has been designed 

to work within a SharePoint environment but you don’t need 

SharePoint to enjoy the vast array of powerful features with-

in this product because you can sign up to the hosted option.
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The My Meetings interface is available for attendees to 

interact with forthcoming or previous meetings and work 

with responsibilities they have 

been assigned such as agenda 

items, resources and check in 

and check out documents.

Users can record their intentions 

to attend or send an apology 

with a single click and can also 

manage their assigned actions 

and tasks.

Users can even record their 

catering preferences for each 

meeting and, importantly, record 

any catering allergies such as peanuts.  Managers send 

the catering requirements to the caterer with a click.

My Meetings is the home page for all users who are not 

meeting managers.

P  R  E  P  A R  E

attendees
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assignments

meeting and agenda objectives

resource management

document management

expense management
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plus lots more...

R  E  C  O  R  D
attendance

minutes, decisions, actions 

assign  actions and tasks

auto minutes creation

next meeting automation

roll forward minutes, actions and 

decisions

plus lots more...

P  U  B  L I  S  H
draft version or final

pdf documents auto created

email to attendees with a click

publish minutes

descisions summary

action summary

meeting summary

reports

plus lots more...

www.meeting-manager.co.uk


