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BASICS

Quickstart: creating minutes, editing 

and finalisation

1



At first, select Project, then click on the 

Agile Minutes Logo on the left panel.

2



Click on ĂAdd Meeting Minutesñ.

3



Select Attendee Group (Meeting 

Minutes Template)

4



Type in the Meeting Name.

5



Enter the meeting information, then 

click on 'Next'.

Note: If the option 'Send notifications 

after finalizing meeting' is checked, 

then the meeting minutes PDF export 

will be automatically sent to the 

participants and distributors after the 

finalisation of meeting minutes.

6



Select meeting participants (whoc are 

invited into Jira and has an account)

7



Click on '+'

8



Click on 'Next'

9



Add the external participants 

(participants who are not invited into 

Jira)

10



Then you will see the Meeting 

Overview. Click on 'Topics'

11



Click on ĂAdd Topicñ.

12



Type in the Topic name.

13



1. Enter the time of the topic.

14



Click on the tickmark to save the Topic.

15



Click on 'Add Issue' Button.

16



Click on 'Point' to enter the title spoken 

in the meeting

17



If this point is only information but not a 

task, select 'Info' on the right side

18



Enter the description as spoken in the 

meeting.

19



Save the point by clicking on the 

tickmark symbol.

20



To add the next point, click on the 

button 'Add Issue'

21



To make this point as a 'task', click on 

the 'Process Type' box.

22



Choose 'task' (it means, this point will 

be converted to Jira task after finalising 

meeting).

23



Type in the title of the task.

24



Type in the description.

25



Select the assignee (who is 

responsible to finish the task?)

26



Enter the Due Date (when should the 

task be finished?)

27



To add a secondary assignee, click on

'Additional Internal Assignees'. (Who is 

responsible to support on the task?)

28



1. To attach a document to this task, 

click on 'Attachment', then choose the 

file from your device.

29



To add external assignees to the task, 

click on 'Additional External Assignees'.

External assignee means the person 

who is not invited to Jira.

30



Save the point by clicking on the 

tickmark symbol.

31



To add another topic, click on 'Add 

Topic' button.

32



Type in the Topic name.

33



Enter the time of the topic.

34



Click on 'Save' to save the Topic

35



Click on 'Add Point' to add another 

point.

36



To add an existing task from the Jira 

system, click on 'Existing Issue' on the 

process type box.

37



Click on the search box on the top to 

search for existing Jira issue.

38



Select the existing task.

39



Click on 'Apply' to save it.

40



Then, you will see that the existing Jira 

issue is loaded. To add a description in 

the meeting, click on the 'comment' 

box. Important note: it is not the box 

above the 'comment' box. This box is 

the original description of the existing 

Jira issue. We would recommend to 

add comment as additional info spoken 

in the meeting, so this information will 

show as 'comment' in the Jira issue 

after finalise meeting minutes.

41



Here you can also change the status of 

the existing Jira issue.

42



You can also change the due date.

43



Click on 'Save' button to save.

44



To view the meeting minutes as a draft, 

click on 'View Draft' button.

45



After downloading the PDF export, this 

is how it looks.

46



The attachment is also included.

47



To finalise the meeting minutes, click 

on 'Create meeting minutes PDF' 

button.

48



Confirm with 'Yes' button

49



After finalisation, the list of meeting 

minutes will be shown. To download 

the PDF export, click on the 'Show 

PDF including Task list' button.

50



This will be how it looks.

51



In this export option, the overview of 

open tasks will be shown as list.

52



If you click on the other export button 

óShow PDF without task listô, the task 

overview is omitted.

53



To delete the meeting minutes, click on 

'delete' button.

54



REOPEN MINUTES

After finalised meeting minutes, the 

Jira tasks are flowing into the Jira task 

tracking system. Existing Jira Tasks are 

updated. If the minutes is required to 

be reopened, there is an option for this.

55



To reopen the meeting minutes, click 

on the 'reopen' button.

56



To confirm, click on 'Yes'.

57



You can now edit the minutes again.

58



For example, you can make changes 

to the point.

59



After the changes the meeting can be 

closed again.

60



This time, a comment must be entered 

to explain the changes to these 

minutes. Enter the comment.

61



In Adobe Acrobat, the newly exported 

PDF shows the changes on the first 

page.

62



ATTENDEE GROUPS

Attendee Groups are meeting minutes 

templates. You can use Attendee 

Groups as a template to create 

minutes for recurring meetings such as 

weekly meetings.

63



Click on 'Attendee Groups'

64



Click on 'Add Attendee Group'

65



Type in the details of the attendee 

group.

66



For weekly meetings, here you can 

select which weekday the meeting is 

held on.

67



Once the details are entered, click 

'Next'

68



Specify the Participants and 

Distributors.

69



Here you can add topics as template.

70



Next, add external participants who 

have not Jira access. Once it is done, 

click on 'save'

71



Here you will see the new attendee 

group is created. You can edit it at any 

time.

72



Note: If the option 'Send notifications 

after finalizing meeting' is checked, 

then the meeting minutes PDF export 

will be automatically sent to the 

participants and distributors after the 

finalisation of meeting minutes.
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