
Meeting Minutes  
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 The purpose of this Business Process is for 
an Associate to create, submit and track 
pertinent meeting minutes for projects 

 Automated Business Process  
◦ Represents the Meeting Minutes Process used by 

the State 
◦ Line Item 
◦ Multi-record Business Process with Workflow 

 Stakeholders 
◦ Associates and all project related members 
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NOTE:  If you have supporting documentation 
to attach to your Meeting Minute record, 
please follow slides 9-13 prior to creating 
your record. 
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 Navigate to Your Project 
> Logs 

 Select Meeting Minutes  
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 Click New 
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 Complete 
Upper Form 
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 Click Add 
Attachment 

 Select Unifier 
Folder 
(Document 
Manager) 

NOTE: The 
document must 
first be uploaded 
into document 
manager , view 
slides 9-13 for 
assistance 

 
7 



 Select 
Workflow 
Action 

 Complete To 
and Cc fields 

 Click Send 
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• Before Uploading 
•  –Click on 

Preferences (upper right 
of screen)  

• - Click Options 
• -Change File 
Transfer Option to 

Intermediate 
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 Click 
Document 
Manager  
◦ Documents 

Presenter
Presentation Notes
Logs are the primary areas where work is done in the application.  In the next slides we will be discussing the types of logs and how to use them.
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(a) Choose 
folder 

 
(b)Click 
Upload 



 Click Add 
 Choose 

document or 
folder to 
upload 

 Click Open 
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 Document or 
folder is 
populated into 
Upload list 

 Click Upload 
 Box will pop up 

indicating the 
upload is 
Complete 
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