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T O W N  O F  S O U T H A M P T O N

Licensing Review Board - Minutetraq

How to generate the minutes using the Minutes Maker
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• Right click the mee  ng 
date

• Choose Open Minutes 
Maker
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• Click the drop down 

arrow next to Ac  ons
• Choose Auto Fill From 

Agenda
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• Right click Roll Call and 
choose All Present (note it 
is easier to mark all present then 
change individual board members 
absent one at a  me)

• Copy and paste the arrival 
and departed  mes
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Licensing Review Board - Minutetraq
How to generate the minutes using the Minutes Maker
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• Click the Minutes item you need to record a vote for
• Click on the fi eld underneath the Vote Results text and choose the 

appropriate Vote Result
• Once the vote result has been chosen the names of the board members 

will appear to the right
• Click Unanimous Vote on the le   hand side of the screen
• The vote result is not complete un  l the Mover and the Seconder have 

also been recorded
• Con  nue recording votes and save and generate the Minutes as you 

would the Agenda
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