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Quick start guide

Quick overview video

MeetingKing in 4 minutes

& Meeting
Effacinm Mestings -

What is MeetingKing?

1. Meeting facilitation and documentation tool

MeetingKing helps you have better meetings by making it easy to:
* prepare a meeting agenda

» write professional meeting minutes
* manage all your meeting tasks

Much easier and faster than using Word, email, and a separate task manager.

2. Task and project management application

Meetings, tasks and projects all belong together. MeetingKing makes it really easy to get a comprehensive
overview of your projects and departments and efficiently combines all your information.

When can | use it?

» Use it alone or as a collaboration tool
» Use it for face-to-face meetings or for virtual meetings in combination with Webex, GotoMeeting,
Join.me or other service.

Who is it for?
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MeetingKing is used by all kinds of individuals and organizations all over the world. Our users include:

* businesses

» consultants

» schools and churches

» restaurant and hotel chains
 retail chains

* (semi) government organizations

Read some of the success stories.

We are here to help!
If you have any question, a suggestion or other feedback, please do not hesitate to contact us.
Thank you,

The MeetingKing Team

Next topic: Create new meeting for agenda and minutes —>
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Create new meeting for agenda and minutes

New meeting

Click the button with the plus sign in the -+ wilma flintstone £
main navigation bar and select “New
Meeting”.

This will create a new meeting document "" ‘-’. -

and all you have to do is complete the

New Meeting

Mew stand-alone task

]

meeting participants on the agenda, you can add notes, assign tasks and share files.

fields in the template and your agenda is
ready. You can collaborate with the other
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+

Add meeting title J

L

Sample meeting —

Beginners: Ignore "Link to previous
Link to a previous meeting for autit”_ﬂi::.—; meeting" and "TEQS" field.

Tagse® | Enter project tags S
. 1
Participants | wilma flintstone  john@example.com x Type email addresses
_h -
Add Opticnal and CC ‘__Of participants l
When = 05/29/14 10:43AM [0 05/20/14 e Select date and tlme

-

Location

- 4 _

or + Load an agenda template

\ Type your first topic, or

load a template

S —

In addition to the orange button, there are a few more ways of creating a new meeting.

You can also create a meeting directly from Outlook or Google calendar. This way you do not have to enter

the title, participants, date, time and location.

Meeting invitees do not need to have a MeetingKing account for MeetingKing to be
effective. You can use it simply as an easy way to create and distribute your agenda, to take
notes and email the minutes and manage all your tasks.

See MeetingKing in action
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How to Creale an Agenda

i Meefing s

L TR 2

Next topic: Making notes and assigning tasks —>
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Making notes and assigning tasks

Under the each topic you can write notes, decisions and tasks. Simply type in the text box and click the
[Note], [Decision] or [Task button]. You can also add attachments to each item.

- 4.Sample topic

This is a note. | simply type here and can make it a note, a decision or a task. | can also add a file.
@ Add file

\ Save As:|  Hote Task Decision  Cancel

Type and save as Note, N
Decision or Task J'

Note: the agenda and minutes are created in the same worksheet and the print and email
buttons will create an agenda document if the time of the meeting is in the future and a
meeting minutes document if the time is in the past.

More detailed information on creating a meeting agenda and writing meeting minutes is available later in the

manual.

See MeetingKing in action

Haow to Wrile Meating Minutes

# Meefin

Next topic: Meetings overview —>
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Meetings overview

The meetings view lists all your past meetings (blue background) in the left column and any upcoming
meetings (green background) in the right column.

Your past meetings are sorted with the most recent meeting at the top and your future meetings are sorted
the other way around with the first up-coming meeting at the top. This way you have easy access to your
most recent meeting and your next meeting.

”l. Meehng = Viewing all meetings and tasks, dick to filter

Dashboard Meetings Tasks Calendar

Past Meetings Upcoming Meetings

- -

';_\_'/\l Staff rneetin;_\\ i;:}l managemen meeting

\

05/02/14 10:00 am es\esma@gmawl.:om 05/09/14 04:00 pm  wi, \ﬂ\ntstone
\\
B N
- Y
| ™) Management meetir, \\ -:é
04/23/14 01:00 pm U . t_ =
: coming meetings E
Your past meetings P 9 g <
(v) demo manay
04/23/14 11:30 am  Management wilma flintstone %

I;\_'/\l Sample Retail Store Meeting

04/02/14 10:00 am  Store#25  wilma flintstone

|;:/‘| Sample Retail Store Meeting

03/05/14 08:00 am  store#25  wilma flintstone

(v) Sample staff Meeting

_'

Under each meeting title you can see the date and time, projects/tags associated with the meeting and the
name of the meeting organizer. When you click the arrow button in front of the meeting title you can see the
agenda.

When you click on one of the tags or the name of the organizer under a meeting title, it will be added to the
filter at the top of the page. This way you can quickly find all related meetings. This filter remains when you
switch from meetings to tasks and to the calendar view.

You can open a meeting by simply clicking on the meeting title.
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In addition to creating a new meeting through the button in the main navigation bar at the top
of the page, you can also create new meetings on this Meetings overview page. When you
click the “New Meeting” button, your new meeting will automatically get the tags that you have
in the “Projects / Departments / Tags” filter that the top of the page.

Next topic: Task overview —>
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Task overview

On the tasks page you see three columns with tasks:

+ ldeas — tasks without a due date

* To-do — tasks that have a due date

+ Completed — completed tasks. Very important because comments and attachments may include the
requested info.

”l. Meeﬁng Viewing all meetings and tasks, click to filter P + wilma flintstone &

Dashboard Meetings Tasks Calendar

+ Add Task ¢ I} Search task(s) Q

|

-

Sign up for a company wide license for MeetingKing, to =

sample task not in meeting Unassigned v | prepare-brdgetfor 20445
imprave our meeting and office efficiency. wilma
B please read finanacials for this week & % james flintstone - 04/30/14 & JamesBond-12/18/13  marketing - dept 3-p
Bond ;
Create a custom annual review template for our management  dema mesting
Analyze why web traffic from Japan is down 50% wilma company. wilma flintstone - 05/01/14 ® wima fintstone 11:25 am, 121813 W
flintstone here is my proposal =
prepare report for ABC wilma flintstone - £5/05/14 )
! . - ¢ Q3_sales.xlsx =
Develop adver §ing campaign for southern Florida - . '§
wilma flinteton: Find new sales people for the north east jzmes Bond -
P — Write comment |\ i
A
here is a task f panagement and sales |smes Bond - v | identifyandaser \;eeﬁetmeﬂeﬂ-eema&mee—gbeut
05/07/14 Few— Completed
Ideas i - N . s See what was done,
Tasks without a * soheduled tasks s= including comments
due date due task d ... and attachments
S overaue tasks are red, v
i afre-frien
" future task green
Hirg e | Geptaygetfwith-Unele-Serosge-snd-seetrehis
flintstone - 05/09/14 SHpPoFt Jason Bourne - 02/26/14
Find new front desk manager for Amsterdam hotel v Sigrup-forat00-user Mestingking-subserption— wima
wilma flintstone - 05/13/14 flintstone - 02/25/14

Ideas have a white background, overdue tasks are red, future tasks are green and completed tasks are
blue.

Under each task you can see the due date, the owner, any projects / departments the tasks belongs to and

tags associated with the task. If the task was created during a meeting, there is also a link to the meeting
title to quickly find the context of the task.
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When you click on one of the tags or the name of the task owner, it will be added to the filter at the top of
the page. This way you can quickly find all related tasks. This filter remains when you switch from meetings
to tasks and to the calendar view.

You can also create new tasks on this Tasks page. When you click the “Add Task” button, the
new task will automatically be part of the project / department and get the tags that you have in
the “Projects / Departments / Tags” filter at the top of the page.

This makes MeetingKing the easiest project management tool you have ever used.

Next topic: Calendar view —>
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Calendar view

The calendar view is great to get a quick overview of what is going on and to plan your business.

Just like on the meetings and tasks pages you can look at everything or view only those meetings and tasks
that have to do with a certain project, department or person.

Adding a new meeting or new task

To add a new meeting or task simply place your cursor on the date and time where you want to create it and
click. Then you select Add Task or Add Meeting.

Changing the date and time

If you want to change the date and time of a meeting or the due date of a task simply click and hold the
meeting or task in your calendar and drag it to another day.

Assigning a due date to Ideas (tasks without due date)

On the right of the calendar is the Ideas column. Ideas are tasks without a due date. If you want to add a
date to an Idea (and thus turn it into a To Do), simply click and hold the task in the Ideas column and drag it
onto your calendar.

More features

You can also view your Google Calendar in MeetingKing and turn Google Calendar events into MeetingKing
meetings. Learn more

Next topic: Documenting your meetings —>
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Documenting your meetings

Why should you document your meetings?

Meetings help to move an organization or a project forward, but often meetings turn out to be a waste of
time. Having effective meetings, however, is not rocket science, just follow some simple rules:

* Be prepared — have an agenda

+ Stay focused - stick to the agenda, stay on the time and place new unrelated topics in the Parking
Lot

* Document your meeting — make notes and send minutes shortly after the meeting

* Follow-up on tasks — make sure things actually get done

We all know how it is supposed to be done, but juggling information in email messages, constantly updating
a Word document for the agenda or minutes and managing a separate task list just takes too much time. As
a result we often don’t do this and continue to waste precious time and money.

Not anymore! MeetingKing makes it easy, from agenda preparation to task completion. You have a ready to
use agenda template, you can turn short bullet-style notes into professional minutes and manage tasks
while taking notes. You can use MeetingKing alone or as a true collaboration tool. Meeting invitees do not
need a MeetingKing account for it to be effective.

Everyone will be impressed how effective your meetings are!
See how easy it is with MeetingKing
INSERT VIDEO (May 29 2014)

Next topic: Creating a new meeting —>
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Creating a new meeting

There are a few ways of creating a new meeting:

+ directly in the application
» through Outlook, Google Calendar or iCal

1 Creating a new meeting in the application

1.1 From main navigation bar

From anywhere in application you can create a new meeting from the main navigation bar. Just press the

“Create new” button and you can start your meeting.

to filter '; . wilma flintstone £
Select "New Meeting"

Meetings i o

viewing all meetings and tasks, click

New Meeting

| New stand-alone task |

1.2 From Meetings overview page

You can also create a new meeting from your Meetings overview page. This is very useful if you are
managing a certain project or department and you want to create a meeting related to that project or

department.

When you create a meeting here the new meeting will automatically get the tags that you have listed in the

Projects/tags filter. This way you have a true project view.

Last update: September 26, 2014 16:34:12 Page 13 of 62
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# Meefing Marketing - dept 3-p = 4+  wilma flintstone &

Das ~l Meetings Tasks Calendar

+ New Meeting Search meeting(s) Q

2. ...your new meeting, will

automatically be part of this

department. z
L\\_'/) Mar S
A "
04723114 1 o CIICk the New 05/09/14 02:00 pm  marketing - dept3-p  wilma flintstone

Meeting" button....
k/\\_') dem.

04/23/1411:30am Management wilma flintstone

feedback

N
() Sample Retail Store Meeting

04/02/1410:00 am  Store#25  wilma flintstone

-
() Sample Retail Store Meeting h

03/05/14 0%:00 am  store#25  wilma flintstone

L/\\_':J demo meeting

12M16M3 11:15am  marketing - dept 3-p  wilma flintstone

-,
L\\_'/J Management meeting
111313 05:00 pm  Management  Wilma Flintstone

1.3 From an existing meeting

You can also create a new follow-up meeting from an existing meeting. The title, list of participants,
location and tags of your previous meeting will automatically be copied to you new meeting.

In addition all your tasks from this meeting will be added to the agenda of your new meeting. You will
save time and nothing will fall through the cracks. Read more on follow-up meetings.
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m Meeﬂng v B B = m <z @[ X All changes Saved an ent team m... ¥ T
Email Print Templates Follow-up Freeform Delete Exit
Management team mant 1 SEIEIEEE
Create a follow-up meeting from ' + Parking Lot

your current meeting.
Link to a previous meeti i L.
Title, tags, participants and
Tags®  management-dept 2| |ocation will be copied to the new

meeting.

Participants | wilma flintstone  Jaso .

The agenda of the new meeting
e Optianal 2nd CC will start will a task summary from

the previous meeting(s) /
When = 05/23/14 300 B,

Location

2 Creating a new meeting directly from Outlook, Google
Calendar or iCal

You can also use your preferred calendar tool to create a new meeting in MeetingKing. Just create a
meeting request in your calendar and add schedule@meetingking.com to the list of invitees. After you
have sent the meeting request, MeetingKing will create a new meeting and copy:

+ the meeting title

+ the list of participants

+ start and end date and time
* location

You, as organizer, will receive an email with a link to the meeting and it will show up in the list of meetings
in your MeetingKing account. Now you can prepare the agenda and email the agenda with one click.

Read more on how to create a meeting directly from Outlook, iCal or Google Calendar.

Meeting agenda —>
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Meeting agenda

A good meeting starts with an agenda. If you and the other participants are not prepared, your meeting will
turn out to be a waste of time.

Compare preparing your meeting, with studying for an exam; If you don’t spend time preparing yourself for
the exam you will fail. Meetings are the same, with one huge difference; preparing a good agenda with
MeetingKing takes very little time and effort.

MeetingKing is already effective if only the organizer has a MeetingKing account. When
you email the agenda, all recipients will receive a complete document. Invitees can access and
contribute to your meetings with a a FREE account.

When you create a new meeting you get a meeting worksheet. Here you add the information
for your agenda AND minutes. The print and email buttons will create an agenda document if
the time of the meeting is in the future and a meeting minutes document if the time is in the
past.

A video on how to create an agenda is in the main section Documenting your meetings

Adding topics

In your meeting you simply click the Add Topic button to add a new topic.

Last update: September 26, 2014 16:34:12 Page 16 of 62
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Sample meeting

Link to a previous meeting for automatic task follow-up. Learn more

Tags@ | Enter project tags

Participants  wilmaflintstone john@example.com =  Jason Ranrna x

Type your first topic

Add Optional and CC

or
When = 05/28/14 4:30 PM o

load a standard or your

Location = Conference room "The beach” - 7,alfin 1 so,.  OWN template

.

or + Load an agenda template

Type the topic title and optionally you can add a presenter and/or time allotted. You also have the possibility
to create subtopics under your main topics.

Last update: September 26, 2014 16:34:12 Page 17 of 62
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a4
- 1.Update on sales Optionally:
*Add presenter
Presenter: ‘ F-‘r.er Presenter (Optional) *Set time
E— .
*Add project/department/tag
Time: Enter Time (Optional)
Projects: Enter projects/tags (Optional) Save Cancel

To make it even easier you can also load an agenda template. You have a choice of standard MeetingKing
templates and you can easily create your own. Read more on meeting templates.

m Meeﬂng E E‘ E m _ All changes 53

Email Print Templates Follow-up

Load Template "b

Sample meetln Save Template |

Link to a previous meeting for autorr
Load a standard

Tagse | Enterproject tags MeetingKing template or
easily create your own

Participants | wilma flintstone  johnN@example.Cotm

Change the sequence of topics

You can simply change the sequence by dragging and dropping your topic in a different spot. The topic
numbers will automatically be updated.

You can use the same drag and drop functionality to move any topics to and from your parking lof.

Adding notes, tasks and files to your agenda

Last update: September 26, 2014 16:34:12 Page 18 of 62



To make sure everyone is well prepared for your meeting you can add notes and even tasks under each
topic. You can also attach files to these notes and tasks. This way everyone will always have access to the
most recent version of the agenda and the accompanying files. No more hunting for the latest email, no
more updating of the Word doc and resending it to all participants.

- 4.Sample topic

This is a note. | simply type here and can make it a note, a decision or a task. | can also add a file
W Add file

Save As Note Task Decision  Cancel

Type and save as Note, | s

Decision or Task J

Note: you can also make private notes for yourself right in the agenda and note taking area. More on private

notes.

Emailing the agenda

Once you are happy with your agenda you can click the email agenda button. This will send the agenda to
all participants and all information will be in the body of the email message and in an attached PDF file. So
even if the invitees don’t have a MeetingKing account you will be much more efficient.
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ﬁ Meeﬂng E g E m ) All changes Sawi

Email Print Templates Follow-up

Managemer Email the agenda and minutes I

If time is the the future MeetingKing
+ 1hiei.  Will send an agenda

Tags@  manazer  |f time is in the past MeetingKing will

sent the meeting minutes /
Farticipants | wilma flintstis,

Add Optional and CC

When | pg/04/14 4:00 PM o 0e/04/14 5:00 PM

Next topic: Meeting minutes —>
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Meeting minutes

Often we don’t write minutes, because it takes so much time. MeetingKing makes its fast and easy.
Recipients will be impressed with the documents you create.

Your meeting working space is the same for your agenda and for your meeting notes. In your meeting
worksheet, where you already prepared your agenda, you simply write down short bullets under a topic and
save them as a:

* Note
* Decision
 Task

Obviously if you have an improvised meeting and no agenda you can simply add topics and subtopics as
you go.
- 4.Sample topic

This is a note. | simply type here and can make it a note, a decision or a task. | can also add a file

Add file

&

\ Save As:| HNote Task Decision | Cancel
Type and save as Note,

Decision or Task J s

Since your meeting worksheet already has the title, list of participants, date, time, location and the list of
topics there is no need anymore to write that down.

Printing and emailing your meeting minutes

And when you are ready with your notes (usually immediately after the meeting), you can print and email
professionally formatted meeting minutes with one click. No need to create a new email message, add all
recipients and attach a Word document, in MeetingKing everything is done directly from the application.
MeetingKing is your assistant, but you will get the credit!

Last update: September 26, 2014 16:34:12 Page 21 of 62
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This information is
automatically copied from

Start: 11/23/11 02:00 pm - End: 11/23/11 03:00 pm UU_‘E;)IR, Google Calendar
ori

Organizer: James Bond
Invited: Wilma Flintstane, Hamy Nak, Jason Bourne

Previous '
meeting: Sample Meeting Title 11/23/11

tion: Conference room 3rd floor

Topics

1 Making minutes is really fast

[0 Making notes is really fast. You write (short) bullets and save them as a note, decision or task.

O []Sample task created in MeetingKing. Just write quick Sh[}n bullets
Owned by Wilma Flintstone due 25 November and save them as:
-Note
-Decision or
2 MeetingKing does all the administrative work -Task

@ When you save something as a task you can immediately assign it and add a due date. Then MeetingKing will email the task
to the owner and the task is added to your dashboard.

B Sample decision: Cool we should use MeetingKing in our organization, it will make things much more efficient.

U | |Setup anaceount now and produce great looking minutes in much less time
Owned by Jason Bourne due 25 November

Tasks are automatically emailed

3 Advanced features to the owner and are added to
your dashboard.
U [ Try Follow-up Meeting feature and Parking Lot feature. . . .
Owned by James Bond due 29 November TaSks from D[E'UID_IJS meellngs e
a series are also listed.
i

Task Owner Due
_ Sample task created in MeetingKing. Wilma Flintstone 11/25M11
| Setup an account now and produce great lsoking minutes in much less time Jason Boume 11/25M11
_ Try Follow-up Meeting feature and Parking Lot feature. James Bond 11/29/11
Open tasks from previous meeting(s)

Task Owner Due
__ Sample task in first meeting Harry Nak 11/24/11

Schedule a follow-up meeting with one click.

List of participants is copied and tasks from

this meeting are added to the agenda of new

Start: 11/29/11 02:00 pm - End: 11/28/11 03:00 pm
. : m = : b m -
P P __meeting.

Page |1

MeetingKing
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Next topic: Managing tasks —>
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Managing tasks

MeetingKing is an extremely powerful task management application. You can manage all your meeting
tasks, but also all other tasks. You can even create and manage tasks via email!

You can view all your tasks, the tasks you assigned and tasks you follow on the Tasks page and in the
Calendar View.

With a simple click you can filter tasks, by task owner, project, department or tag, or any combination of
those.

See MeetingKing in action

Task Managemeni Made Easy

B Meefingling

ey et wpatags e Layl [

Creating tasks

You can create task in three ways:

* in meetings while taking notes
+ stand alone tasks in the application
+ stand alone tasks through email

stand alone tasks in the application

You can create a stand alone task from anywhere in the application by clicking the New task link under the
orange button in the main navigation bar.

You can also create a new task through the New task button on the tasks page. The great thing there is that
if you are viewing a project or department, your new task with automatically get those tags and be added to
that project and/or department!

Last update: September 26, 2014 16:34:12 Page 24 of 62
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New Meetin;
Meetings Tasks Calendar &

‘ New stand-alone task |

+ Add Task ﬁ Search task(s) \ Q
To do w&eate anew

stand-alone task
Arrange htel accom Add A s people for the north east v )
a new task in the Tasks m
schedule fou visit fro 27114 management - dept 2-p whetess fro anywhere n

e page. .veee the application
Any task you create from here ment policy for new st dget
will become part of the Project / ima flintstone - 05/28/14  sales Jason Bourne - 07/09/13  demo  sales
Department / Tag that is used at
the top of the page mpany wide license for v | Meetwith- Uik sales managerto-crestenew
improve our mesting and sales-campaign-®% wilma flintstone - 05/02/12

I e 2zem your new task will . wilma flintstone - 05/29/14 management - dept 2-p
be part of "sales" (you can + | Paybontste-sates-managerinBrazit
always modify thiS) ream, margins are great wilma flintstone - 05/08/12  management - dept 2-p
5/30/14  restaurant#25 - dept 2-p ssles
ToteE

Prepare detailed market analysis with current
players and possible partners in Japan and
Korea. james Bond - 06/03/14 sales

Analyze localization costs for Japanese and

https://test.meetingking.com/#

Assigning tasks

You can assign a task to anybody by simply using his or her email address. The person does not need a
MeetingKing account. | you select to email the task owner a message with the new task that person can
even mark the task complete and add comments via email.

New Task Assign by email

Task owner does not
_~ need a MeetingKing

- account
Owner john@example.com = . | Email task

Mew sample task related to sales

Assign task to more people

DueDate  (06/03/14 ‘

Automatically

Project/Tags | [sales x email new task

Notes

@ Add file

Filtering and managing tasks by Project, Department
and Person
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If you have tens or hundreds of tasks you may want to see only those tasks that are relevant to a certain
project, department of person. MeetingKing makes that really easy. In the task page or in the calendar view
simply click on Project / Department / Tag or the task owners name under a task and you will only see those
tasks that are part of that Project / Department / Tag or owned by that person.

Meetings Tasks Calendar

Click "sales" and
you will only see Search task(s) Q

"sales" tasks ~

Arrange hotel accommodation and prepare Find new sales people for the north east ~ v Explorepossibit for
schedule for visit from Brazil team  Unzssizned 1 James Band -

05/27/14 management - dept 2-p whotesate-partnersinthe US55
James Bond - 11/15/13  sales

sales sales

Set up new payment policy for new v sei-t8%moreofwidget

customers. wilma flintstone - 05/28/14  sales Jason Bourne - 07/09/13  demc  sales

Sign up for a company wide licensg for v Heetwith ticsates managertocrestefew
MeetingKing, to improve our meeting an + paign-9  wilma fii 05/02/12

office efficiency. wilma flintstone - 05729714

ssles Click "Wilma" and
you will only see
her tasks

dept2p  sales

sell more ice cream, margins are great -05/08/12 management - dept 2-p
James Bond - 05/30/14  restaurant#25 - dept

sales

Read more on managing by Project, Department and Tag.

Next topic: Assigning a task to multiple people —>
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Assigning a task to multiple people

Clarity: One owner per task

With task management it is extremely important to have clarity and know who is responsible for a task.
Therefore a task should have only one owner, even if multiple people work on it. The owner is responsible
that the task is completed. If a single task is assigned to multiple people, chances are it will not be done.
Person A will assume person B will do it and vice versa.

Assigning a task to multiple people

At times however you may want to assign the same task to multiple owners. This is different form having
multiple people working on a single task. In this case you create copies of the task and therefore create
multiple tasks each with a different owner.

For example in your management team meeting you assign all management members the task to prepare a
budget for their department for the next year.

When you create (or edit) the task, you can select “Assign task to more people”.

Mew Task

Sample task assigned to multiple people (will create copies of the task)

Owner | ‘ome joop = Email task

Assign task to more people

Due Date | (01/07/14

To make multiple copies of
) R a task and assign to more
Project/Tags | Enter tags than one person, click this
link.

MNotes

G Add file
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This will create a copy of the task for each owner. The great advantage is that you can keep track of who
completed the task and who did not and each owner can provide a comment to his or her task. In the

example above each department manager can add a comment with the budget for the next year attached to
it to his or her task!

Next topic: Creating tasks via email —>
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Creating tasks via email

MeetingKing - 2

You can also create a new task by simply sending an email to task@meetingking.com.

You do not need to be logged in, all you need is a MeetingKing account with the same email address you

use to send your email from. Very practical for when you are on the go or when you receive an email

message and want to make that a task.

How to create a new task via email?

+ Send you new task to task@meetingking.com
* The subject line will become the task title

* The body of the email message will be placed in the notes field

» To assign a task add the email address of the task owner in the “To” or “CC” field.

i~ A ™y
[+ Compose Mail - esiebesma@gmail.com - Gmail - Google Chrome_‘ @Eﬂ

{5 https://mail.google.com/

Sample task created by email
il

task@meetingking.com, omejoopl07@gmail.com

Sample task created by email

Send to MeetingKing
and assign

Here are some notes that go with the task. Of course this can be a very long text for example b
series of emails that you are forwarding as a task

Task title l |

|
BN o - .

A few minutes after emailing your task it will appear in the “Ideas” column.

Tasks created via email show up in the

Next topic: Managing tasks via email —>
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Managing tasks via email

Of course we would like the world to live in MeetingKing, but the reality is that people live in their email
clients. Therefore we have made it easy to manage your tasks in your email client.

You can via email:
« comment on tasks

* mark tasks complete
+ create new tasks (previous page)

Even users who do not have a MeetingKing account can comment and mark their tasks complete!

Commenting via email

If you receive a task assignment email or a task reminder, you can add a comment to the task by simply
replying to that message. Your comment will be added to the task.

Marking a task via email

Task assignment and reminder email messages have a button to mark a task complete. So you can check
off things from your phone without ever logging into to MeetingKing.

This way the team is always up to date and you are not forcing anybody to sign up for MeetingKing as they
can manage it the way they like. (Of course we hope that eventually they will also create a MeetingKing
account)

Next topic: Adding existing tasks to new meeting —>
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Adding existing tasks to new meeting

At times you may want to add an existing task to a the agenda of a new meeting. This can be a task you
created in another meeting or a stand-alone task you created in the app or via email.

g Exisling Tasks to Agerda

& Meefing

o i Pt g e Land L300

Example: you are VP of marketing and in the management team meeting you created a task that needs to
be done by one of your marketing people. In your one-on-one meeting with that person or in your marketing
team meeting you simply drag the existing task onto the agenda.

Just as on the tasks page you can filter you tasks to easily find what you are looking for. You can filter by
person (task owner), project, department and tag. Similar like the task page tasks are organized by “Ideas”,

“To Dos” and “Completed”.

E g = m 4 @[ x All changes Saved Monthly meetingr... =
Email Print Templates Follow-up Free form Delete Exit
AV Find existing tasks
(from previous meetings -
- 1.Update on sales or stand-alone) j g — Existing Tasks
i ) = Filter and search tasks Learn mare
Write note, decision or task T restaurant#25s x
Add subtopic
Conta
- 2.Marketing campaigns
Keyword B
marketing x
Ideas To Dos Completed

Write note, decision or task
sell more ice cream, margins are great

Jsmes Bond - 05/30/14  restaurant#25 - dept 2-p

sales
-1 3.HR issues hire 5 new waiters for summer season

Jason Bourne - 05/30/14  restaurant#25 - dept 2-p

HR x And drag&drop them ' e
onto the agenda of

e . - Sponsor little league baseball in town
Write note, decision or task your new meetlng

wilma flintstene - 06/05/14

restaurant¥25 - dept 2-p  marketing

prepare budget for Q3 2014

4+ Add Topic Jasen Bourne - O6/06/14  restaurant#25 - dept 2-p
sales

+ Parking Lot
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Next topic: Projects, departments and tags —>
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Projects, departments and tags

Video overview

Watch this video for 5 minutes and 30 seconds and you will save a lot of time.

Istanaging Frojects & Departmenis

B Meefingling

o Rt A L L9

Organize your meetings and tasks

If you have only one meeting a week and create very few tasks, there is no need to organize your
information by project or department and feel free to skip this section. If, however, you manage a more
complicated organization and work on various projects and with different departments, MeetingKing makes it
easy to organize your information!

You can define:

* projects
* departments
* regular tags

Super fast filtering

When you are on the Meetings page, Tasks page or Calendar page, simply click a tag under a meeting or
task and it will be added to the filter at the top. Now you only see those meetings and tasks that have to do
with that project, department or tag. What is more you can even make combinations. For example find all
tasks and meetings that have to do with “sales” for “restaurant #25”.
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I Meetings Tasks Calendar

r Now you only see all meetings e
and tasks that have to do with

sell more ice cream, margins are great

James Bond - 85/30/14  restaurant#25 - dept 2-p  sales

taurant#25 - dept 2-p  sales

prepare budget for Q3 2014 jz=on Bourne i'cs.u
resta

Click these tags
to add to filter

Better than folders

Projects, Departments and Tags help you to categorize all your information. You can use tags for:

+ lists

» a specific area in a bigger project

+ if you have a bigger task that requires sub-tasks, you can create a tag to combine all tasks together
» to separate work and private tasks

« eftc.

Traditional task and project management tools often work with folders. Tagging is similar but the big
advantage of tagging is that you can associate any item with multiple tags, projects or departments. For
example a certain task may be related to project “Launch Widget” and be relevant for the “Marketing”
department.

Difference between Projects, Departments and Tags

Projects, departments and tags are very similar. The big difference is that projects and departments have
members and regular tags do not.

Projects are presented in an orange tag with “pjct” and the number of people associated with the project.
Departments are presented in an green tag with “dept” added to the name and the number of people in the
department. Regular tags are blue.

Next topic: Creating and managing Projects, Departments and Tags —>
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Creating and managing Projects, Departments and Tags

The easiest way to create and manage your projects, departments and tags is in the left navigation menu.

Add your filter

& Contacts

il Projects
& Departments

development-dept (4-p)
ent-dept (2-p)
estaurant#25-dept (2-p)

“ Meeﬁng s Vviewing all meetings and tasks, click to filter

| .

Click this icon to
. open the left panel

+ Add Task IS
To add and

manage just

ldeas ma ]

click here
new tires

b

P

|7\ Arrange hotel accommodation and prepare schedule
for visit from Brazil team Unassigned =zales

|_\ Analyze why web traffic from Japan is down 50%

wilma flintstone  marketing web

|_| Find new front ¢

wilma flintstone -

|_| You can create
right in the age!
James Bond - 05/

|| Prepare analysi

|_\ Develop advertising campaign for southern Florida wilma flintstone -

wilma flintstone  management - dept 2-p  markating
| research the Ut
_| Find new sales
James Bond - 05/,

|_| Translate fall cz
Italian. jzsonEc

https://test.meetingking.com/tagstnew=trueftag_t.. © 2014 Paracas Solutions LLC — Terms of Service -

The dialog to manage and create new projects, departments and tags looks as follows.

Manage Projects, Departments and Tags Lean More
Projects Departments Tags
New Department Title human resources

development-dept (4-p) Add at least one member in addition to yourself,

Members wilma flintstone  James Bond = Jason Bourne =

management-dept (3-p)

restaurant#25-dept (2-p)

Departments and
projects have members m

Projects and departments always have members. If you do not add a member it will
automatically change to a regular tag. You can always change a tag to a project or department.
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You can also create a new project, department or tag directly from tasks, meetings and topics.

ProjectiTags | sales
Recently used tags:
MNotes
management - dept 2-p
% Addf tast
+ Detalls restaurant

= Comments

release product x - pjct 3-p

restaurant#25 - dept 2-

marketing

lock testing
tag video - pjct 3-p

instruction video - pjct 3-p Easy instant way to

product video - pjct 3-p create a new projeCt'
department or tag

Create New

Manage Tags

Next topic: Using tags —>
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Using tags

Projects and departments are special kind of tags (they have members, so it is easy to share information).
When we talk about tags we mean projects, departments and tags.

Tags help you to categorize all your information. You can use tags for:

+ lists

» a specific area in a bigger project

+ if you have a bigger task that requires subtasks, you can create a tag to combine all tasks together
» separate private and business

» etc.

The possibilities with tags are endless, we, at MeetingKing, use them to organize our information for bug
tracking. The more you work with tags, the more powerful they become!

When you add tags to your filter, either through the left navigation or by clicking on tags under a task or
meeting, you can navigate back and forth between the pages and see only the information belonging to that
tag.

When you are on the meetings page, tasks page or calendar page, and you create a new meeting or task it
will automatically get that tag and be part of that project, department or tag.

Add your filter #{ Meefing =l [Feciinzking pad Spp et (3:p) | development.dept (4-p
Meetings Tasks Calendar

& Contacts

'ﬂEEI\'\g\‘Hglﬂa(‘ app-pjct (3-p) . H 1
N
development-dept (4-p)
Select your project navigate back and
and department forth between pages

N

Il Projects

i Departments

development-dept (4-p)
human resources-dept (3-p)
management-dept (3-p)
restaurant#25-dept (2-p)

W Tags
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But | hate adding tags!
Tagging often doesn’t work because it is too much work. Not in MeetingKing. We made it really easy.
The project, department and/or regular tag is automatically inherited by the lower level:

» If you add a tag to a meeting everything in that meeting, including the tasks, will get that tag.

+ If you add a tag to a topic everything under that topic will get that tag.

+ If you are in meetings overview, task overview or your calendar and you create a new task or
meeting, this task or meeting will automatically get all the tags listed at the top of the page.

» If you create a follow-up meeting your new meeting will automatically get the tags from the previous

meeting.

In addition you can always add tags to any items and that way make it part of a project or department.

Next topic: Advanced features —>
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Advanced features

The goal of MeetingKing is to help you have better meetings, help you manage your organization and get
things done. MeetingKing is your assistant from agenda preparation to task completion and the following
features will help you:

Meeting agenda templates and meeting minutes templates

Create a meeting directly from Outlook, iCal, Google Calendar
Follow-up meetings

Parking lot
Viewing your Google Calendar events in MeetingKing

Private notes
Dashboard page

Agenda and minutes templates —>
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Agenda and minutes templates

The basic agenda and minutes space is a template, with the title, the participants, date, time and location.
When you print or email your agenda all information will be formatted in a professional looking document.

In addition there is another template feature; you can load a standard meeting outline (list of topics) by
choosing one of the standard MeetingKing templates or one of your custom templates.

“ Meeﬁng L' g B E m ““—?“ @[ X All changes Sa

Email Print Templates Follow-up Free form Delete Exit

Load Template -
e Load one or more

Develo pme Nt p saveTemplate " templates and create
= your own

Loading templates

On the top of your note taking area click the “Templates” button and select “Load template”. You can select
one of the standard MeetingKing templates or you can select one of the templates you created yourself.

Once a template is loaded, you can modify the agenda as you see fit; you can delete topics, you can move

them to a different location (click and hold the move link and drag the topic to a different location or even to
the Parking Lot) and you can add additional topics. You can even load multiple templates in one meeting.

Last update: September 26, 2014 16:34:12 Page 40 of 62



MeetingKing MeetingKing - 2

Select Template

Available custom templates

Management team meeting

Marketng team meeting

Available standard templates
Board Meeting Sample

- - _ Load one of more
Rotary Weekly Meeting Samp templates to create

your agenda
Club Meeting Sample

nterview Job Applicant
Personnel Performance Review Meeting Sample

Staff meeting template

——— g

Saving Meeting Templates

Creating your own templates is really easy. If you have a meeting agenda/minutes structure you want to use
for future meetings, just click “Templates”, select “Save as template”, give it a name and save it. By default
it will only save the Topics and any topic tags, but you also have the option to include the Notes, Decisions
and Tasks in your template (including private notes for instructions).

Internally we created templates for our board meetings, development meetings and marketing
meetings. Templates are also great for a checklist or if you have multiple similar meetings where you want
to ask the same questions, for example: personnel reviews, job interviews, etc. By making team and
private notes you can decide what information you share and what information you keep for yourself. The
possibilities for using meeting templates are limitless.

Next topic: Create a meeting directly from Outlook, iCal. Google Calendar —>
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Create a meeting directly from Outlook, iCal, Google
Calendar

You can create a meeting in MeetingKing using Outlook, Google Calendar or iCal. Just create a new
meeting request in your preferred calendar application, add schedule@meetingking.com to the list of
invitees and send the meeting request.

MeetingKing will create a new meeting space for you and add all invitees, the date, time and location. Within
a minute the meeting will appear in the overview of all participants and the organizer will receive an email
with a link to that meeting space.

Creating a new meeting in MeetingKing with your preferred calendar application has the following
advantages:

* No need to manually enter or copy email addresses and names into MeetingKing, since most of your
contacts are already in your calendar application
* You can see the other participants’ availability, if you have shared calendars

If you already have a meeting scheduled in your calendar, simply add schedule@meetingking.com to the list
of invitees and send the update, MeetingKing will do the rest.

If you use Google Calendar please make sure you look at Adding Google Calendar to MeetingKing.

Schedule and invite in Google Calendar

Complete a meeting request as you always do, just add schedule@meetingking.com to the list of invitees.
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Sample meeting created in Google Calendar
10/16/2013 10-:00am to 11:00am 10/16/2013

[C] Al day [C] Repeat. ..

Event details Find a time

Where Times Sguare, Mew York
Video call Add video call
Calendar |Edwin Siebesma |Z|

Description

Eventcolor [ | [ B B

MeetingKing - 2

In Google Calendar add
schedule@meetingking.com
as one of the guests

Add guests

Schedule@meet Add

schedule@meetingking.com |

s

Guests can

[] modify event

invite others

see guest list

In about a minute the meeting will show up in the dashboard of all invitees.

When you open the meeting you will see that all information is automatically copied.

Schedule and invite in Outlook and iCal

Complete a meeting request as you always do, just add schedule@meetingking.com to the list of invitees.

In about a minute the meeting will show up in the dashboard of all invitees.

When you open the meeting you will see that all information is automatically copied.

Next topic: Follow-up meetings —>
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Follow-up meetings

Follow-up meetings is a very powerful feature in MeetingKing. When creating a follow-up meeting,
MeetingKing will copy all logistical information such as the list of participants, tags and location information
to the new meeting. All you have to do is give the meeting a title and select a date and time.

What is more, it will automatically add a list of tasks from your previous meeting(s). It will show:

+ all incomplete tasks from your last meeting and the meetings before the last meeting, and;
+ all tasks from previous meeting(s) that were completed between your last meeting and this new
meeting.

Participants | wilma flintstone  James . .
Start your meeting with an

Enter email(s) update on tasks from previous
Add Optional and CC meet'ng(s)
MeetingKing adds these

Wh : i
en | ps/30714 > automatically to the agenda

Location = Conference room

° Tasks completed since previous meeting

| | N

° Open tasks from previous meeting(s)
Find new sales people for the north east James Bond - ©5/27/14  management - dept 2-p  sales

Create a custom annual review template for our company. wilma flintstene - 05/05/14

management - dept 2-p hr

Find distributor in Spﬂil"l wilma flintstone - 06/11/14 management - dept 2-p  =ales

. 4

+ 1.Update on sales

2 Mavlbratimnea Farmanaicne

This way nothing will fall through the cracks and things will get done on time, because no-one wants to see
his or her name with overdue (red) tasks!

Last update: September 26, 2014 16:34:12 Page 44 of 62



MeetingKing MeetingKing - 2

How to create a follow-up meeting?

From a new blank meeting

When you start a new meeting you can click a link “Link this meeting to a previous meeting for automatic
task follow-up”. A dialog will come up where you can find the meeting you want to link to. Click that meeting
and MeetingKing will add the participants, location, tags and the list of tasks to your new meeting.

” Meeﬁng w B g E m . '!" @[ x All changes Savd

Email Print Templates Follow-up Free form Delete Exit

Sample follow-up meeting I

Link to a previous meer-h\pg"or automatic task follow-up. Learn more

B
Tags@ | Enter project tags

. When creating a new meeting you can link
Participants  wilmafintstone £ this new meeting back to a previous meeting.
fos Gprenstana e All logistical information and the task

summary will be added to your new meeting
When | 05/30/14

From an existing meeting

In an existing meeting you can click the “Schedule follow-up” button on the left of the note taking area. This
will create a new meeting with the list of participants, location and tags already completed. You can of
course always change this information. The list of tasks from the previous meeting(s) will also be copied.

Note: once there is a “follow-up” meeting linked to your meeting, the “Follow-up” button will send you to the

follow-up meeting.
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#i Meeting B &8

Email Print

Templates Follow-up

Management team m~nt \

Link to a previous meefi

Tags®  management-dept 2| |ocation will be copied to the new

Participants | wilma flintstone  Jaso

Add Optional and CC

When = 05/23/14

Location

Next topic:Parking lot —>

Create a follow-up meeting from
your current meeting.

Title, tags, participants and
meeting.

The agenda of the new meeting

will start will a task summary from
the previous meeting(s) )

300 P,
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ntteam m... ~ 4

+ Existing Tasks

+ Parking Lot
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Parking lot

What is a Parking Lot?

Using a Parking Lot with your meetings will help you to
keep your meeting focused and on track. To have an
effective meeting you create an agenda so participants
can prepare all topics.

Problems arise when someone brings up a new topic. The
person who brings up this new topic, feels passionate
about it and wants to discuss it. This leads to useless
discussion because nobody else is prepared and your
meeting may run late, because you did not schedule for

this additional topic.

To keep the meeting on track the chairman needs to be

firm and not permit this new topic in the discussion.

Problem is, that the person who brings it up will feel ignored and will not be focused on the scheduled
discussion. This person may even sabotage the rest of the meeting.

A Meeting Parking Lot can help. You simply place a new topic that comes up during the meeting on the
Parking Lot. When preparing your next meeting you check the Parking Lot to see if there are any issues that
were brought up in a previous meeting and you simple add them to your new agenda.

Place a new topic on the Parking Lot. Your meeting will stay on track, important issues will not
be forgotten and the person who brings it up will feel that he/she is taken seriously.

How does the Parking Lot work in MeetingKing?

At the right top of your note taking page is the Parking Lot. You can open the Parking Lot with the icon in
the Parking Lot header.

You can add an item by simply dragging a topic from your agenda/note taking area onto the Parking Lot.
When you prepare a next meeting and you want to add a Parking Lot Item to your next agenda, simply drag
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and drop it on that new agenda. Notes, decisions, tasks and subtopics are not visible in the Parking Lot, but
they are there and will be moved to the agenda of your new meeting.

The list of topics in the Parking Lot is different for each user and includes all Parking Lot items of all
meetings that you attended.

' Meeting Dashboard Meetings  Tasks sample follow-up ... = Open and close wilma flintsto
the Parking Lot

e Perknstor
B sample follow-up meeting

To add parking lot itemn drag topic from topics area
here. What is a Parking Lot?
Link to a previous meeting for automatic task follow-up. Learn more

Parking lot sample topic

Participants i i .
p wilma flintstone  James Bond = Jason Bourne = Created in: management meeting - 05/22/12

Add Optional and CC \

When | 06/04/13 400 PM to 06/04/13 5:00 PM
Location | conference room first floor Here are all Parking Lot items
created in meetings you
Tags@®  marketing = management = attended.
Simply drag to the agenda to
AV

discuss in your new meeting.
+ 1.Sales results Q3

+) 2.Sale plan new widget

+ 3.BBQ party R K@ o

mnove to parkinglot
+ Add Topic

Place unrelated topic
on the Parking Lot

Next topic: Creating a new topic via email —>
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Creating a new topic via email

Sometimes you get an idea that you want to discuss in your next meeting or you receive an email that you
want to discuss with your team. With MeetingKing you can simply email it to topic@meetingking.com and it
will be added to your parking lot.

How does it work?

Creating a new topic via email is very simple:

+ Email a message to topic@meetingking.com

* The subject line is the topic title

+ The content of the email message will be added as a note under the topic
* You can even attach files

Then when you have your next meeting simply drag it from the parking lot onto your agenda.

Next topic: Adding Google Calendar to MeetingKing —>
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Adding Google Calendar to MeetingKing

You can view your Google Calendar right in MeetingKing. What is more you can easily turn any Google
Calendar event into a MeetingKing meeting. (Note: see below for displaying a Google Apps calendar with a
Google managed domain.)

Watch the video to see how easy it is.

Displaying a Google Apps calendar with a Google managed domain

When you use Google Apps in you organization the administrator has to turn on The ability to share the
calendar with a private address.

When that is done you can follow the steps in the video, however you have to change the link of the
calendar from http://.............. to https://..........
http://www.google.com/calendar/feeds/Y OURNAME %40DOMAIN.com/private- XXXXXXXXXXXX1/basic
to

https://www.google.com/calendar/feeds/Y OURNAME%40DOMAIN.com/private-XXXXXXXXXXXX1/basic

Private notes —>
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Private notes

Why private notes?

The main goal of MeetingKing is to have all information in one place directly at your finger tips and therefore
you can make Private Notes, Decisions and Tasks right in your agenda and minutes.

Private notes are helpful when you are preparing for a meeting and you want to write down a list of
arguments that you want to bring up during the discussion. And when you are in a meeting, you may want to
write down some personal notes or tasks to follow-up on, but are not important or relevant for the other
meeting participants.

How does it work?

To create a private note, you just write a Note, Decision or Task as you normally do, but before you click the
Note, Decision or Task button you mark the check box in front of the lock.

This a sample private note. As you can see | checked the check box in front of the lock

This is a great feature to prepare a list of arguments right in the| agenda

% Add file Check this before saving J
—— _—

« | & Private Save As: | HNote Task Decision | Subtopic  Cancel

[

You can also create private tasks. The logic is the same as for notes, but if you assign the private task to
someone, that person can of course also see the task. This task assignee can be a participant of the
meeting (in which case he/she will see it in their meeting view) or someone who is not participating in the
meeting.

You can recognize private notes and tasks by a lock icon in front of it.
When you email the agenda or the minutes each recipient will receive a PDF version of the agenda or

minutes without any private notes. When you print the agenda or minutes you will receive a printout with
your private notes on the document.



MeetingKing MeetingKing - 2

Next topic: Dashboard —>
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Dashboard

The Dashboard is an optional page you can turn on and gives you a quick overview your upcoming
activities. There are three columns:

* Meetings

+ My tasks
+ Tasks | assigned

W Meetfing Dashboard Meetings Tasks Calendar (Beta) Demo meeting ~ 4 wilma flintstone £

My meetings and tasks for the next 5 days te=rmmore

- -

|

() sample demo meeting — Prepare analysis of project 2 for our staff meeting. = prepare new budget 25% increase
N
11/14/1301:00 pm  wilma flintstone 2 wilma flintstone - 10/11/13  Staff Meeting a2 James Bond - 10/16/13  video demo  Sample meeting

m

® wilma flintstone 10:50 am, 10/01/13

Sign up for a company wide license for MeetingKing, to e ey b

() i . 5
W LD EOEEing improve our meeting and office efficiency.

111312 05:00 pm management wilma flintstone & wima _—“%SEC”E 111213 [BEEE Sample sares micw T o s e e i e X
1]
o
. James Bond - 11/12113 management sales
() demo1 Set up new payment policy for new customers. &
Management meeting bl
11/13/1303:52 pm  wilma flintstone a wilma flintstone - 11/15/13  sales  Sample Sales Me...

prepare budget for 2014
Find distributor in Spain
2 James Bond - 11/15/13 demo sales demo meeting

2 wilma flintstone - 11/15/13  management sales

Management meeting Translate fall campaign in German, French and Italian.

m
m
m

Jason Bourne - 11/16/113 management marketing
Create a custom annual review template for aur company. &

Management meeting
a2 wilma flintstone - 11/15/13  management HR

Management meeting + | Bevelop-marketing to-thetatnehof the-rew widget

a Jason Bourne - 11/16/13  management marketing

Find new front desk manager for Amsterdam hotel

Management meeting

B T L e gy - wilma flinrsrana - 11/15/12  manazemen +  HR

Meetings
The Meetings column shows your meetings for the next 5 days.

Under each meeting title you can see the date and time, projects/tags associated with the meeting and the
name of the meeting organizer. When you click the arrow button in front of the meeting title you can see the
agenda.

You can open a meeting by simply clicking on the meeting title.
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My tasks
The My tasks column displays:
» your overdue tasks (red)
+ your tasks that will be due in the next 5 days (green)
To edit the task and see more details, simply click on the task title.

Under the task title you can see the owner, the due date, any tags associated with the task and if the task
was created during a meeting, the meeting title. To quickly find the context of the task, you can click the
meeting title to open the meeting.

If you don’t want to navigate away from the Dashboard, right click on the meeting title and
open the meeting in a new tab or browser window.

Tasks | assigned

The logic for the tasks | assigned is the same as for My tasks, except of course that this column lists the
tasks that others have to do for you. Often times we are pretty good at writing down our own tasks, but
keeping track of what is owed by others leaves much to be desired. With MeetingKing nothing will fall
through the cracks.

Activating the dashboard page

To enable the Dashboard page go to: My Account > Preferences.

Note: the filter at the top of the page does not change the information in the Dashboard page.
This page will always show all your meetings and tasks for the next 5 days.

Next Topic: Managing contacts —>
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Account settings

You can access your account information by clicking on your name or the setting symbol in the main

navigation bar.

I Meeting Dashboard Meetings  Tasks  Sample follow-up ... # Create new |~ [EUIIERITISGHEE.

Access the My

e ] . ] § ) ] et ; s Accountsectionby [T | MyAccount
SIC ngs ‘ n ‘ aymen H references idanage Ku R cllcklng your name Sigﬂ out

v

. Help
Email Preferences

In the setting area you can:

+ update your basic account information
* manage the type of account and your payment information
+ set your preferences for email messages

e upload your company logo

» manage members of your organization’s account if you are the master of a multi-user license

* manage your contacts
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Email preferences

On the Preferences page in My Account (My Account > Preferences) you can set what kind of emails you

would like to receive.

You can also set automatic reminders for your tasks.

i Meeting Dashboard Meetings sample follow-up ... ~

Basic Settings H Plan H Payment H Preferences H Manage Multi Users H Contacts ‘

Email Preferences

New letters + | Send Daily Meeting and Task Update

+ | Send general MeetingKing information including new

Default task features and hints and tips

reminders + | On due date .
Set your email

One day before due date preferences and you task

Two days before due date reminder frequency

Custom logo —>
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Custom logo

You can customize your MeetingKing interface by uploading your own logo. Simply go to the Preferences
page in My Account (My Account > Preferences) and upload your logo.

In case of a multi-user license, all members will see the logo the account administrator used.

i Meeting Dashboard Meetings sample follow-up ... ~

Basic Settings H Plan H Payment H Preferences H Manage Multi Users H Contacts ‘

Email Preferences

New letters + | Send Daily Meeting and Task Update

+ | Send general MeetingKing information including new

Default task features and hints and tips
reminders ¥ | On due date
One day before due date

Two days before due date

Upload your own logo

Select a file on your
system and upload your
= own logo.

Choose File | Mo file crissen .

Custom

Logo

Multi-user management —>
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Multi-user management

When you sign-up for a multi-user account, the administrator can add and remove members. A multi-user
license has two advantages:

1. The per user subscription fee is lower than when everyone buys an individual subscription.
2. The administrator controls the accounts. This can be very important, see at bottom of page.

A member of a multi-user license has the complete Pro functionality. So the person can create meetings,
use templates, and information is stored longer.

You can access the multi-user account setting under My Account.

A Meeting Dashboard Meetings Tasks Calendar (Beta) Jason Bourne &

Basic Settings Plan Payment Preferences Manage Multi Users Contacts

Multi-user account administration

You are administrator of a S-user license, Upgrade to larger license

Organization:

You can upload a custom lege for your organization on the preferences page

= F
Number First Name Last Name Email Actions Status H 1
]
1 Jason Bourne jason.bourne.mk@gmail.com '§
. - - . . -
2 wilma flintstone wilma.flintstone.mk@gmail.com o Accepted
First name James :[

Last name Bond

Remove a member J

Email l i
Adding a new member to

your multi-user license

© 2011 - 2013 Paracas Seluticns LLC - Terms of Service - Privacy Policy - Help - Contact
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When is account control important?

The account control can be very important in case a person leaves your organization. If the person is a
member of a multi-user license the administrator can simply cancel the account and the person cannot
access any information from past meetings anymore. If someone has an individual Pro account or a free
account, that person can continue to access any past meetings they were part of, because they control that
account and not the company administrator. Of course, you can remove such a contact from past meetings,
but that is more work than simply disabling the account.

Plans and pricing —>
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Plans and pricing

See pricing and upgrade information in the application.

MeetingKing pays for itself with only one meeting per month!
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Cancel account

Sorry to see you on this page.

Before you cancel your account, please contact us and let us know what was missing, and how we can keep

you as a user.

It is our goal to help the world get rid of bad meetings and since you did sign-up you probably had one of

the following problems:

» Participants were unprepared

* There was no agenda to your meetings
* You hate writing meeting minutes

» Tasks are not completed

If we did not deliver please contact us and we will get right back to you. Perhaps we can explain certain
features, give a demo, or enhance the product!

If you are determined you cancel you can do so at:
My Account > Basic Settings (https://app.meetingking.com/settings/basic). There is a cancel link at the

bottom of the page.

Also if you cancel we would love to hear from you. A few keywords is enough.

Thank you for trying MeetingKing!
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Contact us

We are committed to helping you have better meetings, managing your organization more efficiently and
getting things done.

If you have any questions, suggestions or other feedback, please contact us or call + 1 860 255 8430
Thank you for using MeetingKing,

The MeetingKing team
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