LESS MEETING
Quick Start e

Get started in 3 easy steps

1) Click "Sync My Calendar"
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Check out our iPad/iPhone app!
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4) Click ‘Grant Access e s o s e .

Why Take Notes? Jun
The site www.lessmeeting.com is requesting access to your Google Account for the product(s) listed below.
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Google is not affiliated with www.lessmeeting.com, and we recommend that you grant access only if you trust
the site.
If you grant access, you can revoke access at any time under 'My Account'. www.lessmeeting.com will not ©2013 Less Meeting privacy | non-affiliation | contact | blog | twitter
have access to your password or any other personal information from your Google Account. Learn more

5) Within 30 minutes, you'll start seeing your
meetings automatically sync to Less Meeting
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Reminders

Agenda - Add agenda items to sync with Schedule A Meeting - Create a meeting
Less Meeting using the following format: in the future

Agenda; *NOT BY YOUR COM

1) Agenda Item 1 (5 min)

2) Agenda ftem 2 (3 min) Download our MOBILE app in Apple’s .
3) Agenda Item 3 (15 min) Store to take meetings wherever they tal
(:) Sync - Automatically syncs to Less Meeting

1) Click the green "Start Meeting
button to keep your meeting on |
& on track

2) Start adding notes - Key Poin
Decisions and Action Items to m
sure you don't miss a thing

3) Take advantage of quick keyt
shortcuts
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take care of it in the next meeting.

Meeting Quality Schearn how your team can improve meeting
performance.

4) Click the red "End Meeting"
button when you're done

5) Preview your notes, customize
what they look like

6) Click "Close & Send Minutes" and
receive your meeting minutes email
INSTANTLY

THANKS FOR USING LESS MEETING
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