Procedure for Creating MOOS Mooring Meeting Agenda and Minutes

1. In project do “save as html”.

2. Name file meeting date (moos meeting 2004_06_02).

3. Use “agenda to html” export template.

4. Use filter “assigned tasks not completed by date”, use date one week from meeting date.

5. Open file in word and edit agenda. Add additional items, etc.

6. Set column width using “table properties” column width;

	Column number
	Column name
	Column spacing

	1
	ID 
	no preference

	2
	Task name
	2.5”

	3
	Duration
	no preference

	4
	Start
	no preference

	5
	Finish
	no preference

	6
	Resource names 
	1.3”

	7
	% complete
	.2”


7. Set title font to 12

8. Set text and table font to 10

9. Set page margins to .7”

10. Select table and set no borders and no fill.

11. Option – delete header rows.

12. Save file and mail as agenda to moosmooringtech.

13. Add notes from meeting and remail out.

