iSIFT USER MANUAL

Booking, minutes and action
items

Let people book time with you, then turn each meeting into
reviewed minutes, owned action items and a morning briefing.

1. Your booking page
2. Meetings list and minutes
3. Action items

4. Morning briefing
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a Your booking page

Go to Meetings, Booking. Create a booking page, set your weekly hours, meeting length and
notice. People pick a free time with no account and get a video link.

Good to know: Mail must be connected for confirmation emails.

Meeting assistant

a isift & Workspace Booking (@ isift website % call 0 @ Sydney -utC+mn = signout

Meetings Recordings Transcripts Minutes Action items Briefings Booking Webinars

oo

B Workspace

Booking

Share a booking link so people can pick a free time with you, like Calendly or Cal.com. Each booking appears in Meetings and gets a video
link.

E) Meetings

&= commbox

(] Booking pages + New booking page

[ chat
are a link and lat people book time with you, like Calendly or Cal.com. They pick a free time, enter thelr name and email, and get a video link. No account

v 1
%, Phone

No email account is set up for sending, so guests will not get a confirmation email. Ask the administrator to fill in "Email
B Not sent by the app” in Admin Console, or add a mailbox in Commbox. The booking is still saved and the video link is shown

otEs to the guest on screen.

D Docs No boeking pages yet. A booking page is the link you share; each page has its swn Share butto
# Whiteboard

The quick page offers Monday ta Friday, 9:00 10 17:00 in your time zene. You can change it any time with Edit
&3 Connections
1 Admin Console © Bookings

e Pramod Singh o
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e Meetings list and minutes

Meetings that have a transcript can have minutes drafted. Open Minutes to see each meeting

and its status.

" &« Workspace Min
isift P Minutes
Mesting assistant

Meetings Recordings

oo

B Workspace

Meeting minutes @

Al-generated minutes stay in draft until a person reviews then

E) Meetings

&= commbox

[ chat
8:51AM Product launch webinar

%, Phone t27 ganizer: 5dh tou . scheduled
8:45AM Product launch webinar

B Notes ct 27 anizer: ad fau - (ashadued
8:50 AM Pramod Singh's meeting

D Docs 12 nizer: adi 1+ schedulad

#:50AM  Pramod Singh's meeting

# Whiteboard tou-  seheduled

. 8:49 AM Pramod Singh's meeting
&5 Connections ik e s
0 Admin Console 8:48 AM Pramod Singh's meeting

J ganizer: 5d tau - scheduled

e Pramod Singh o g:48AM  Pramod Singh's meeting
el 126 au scheduled

e Action items

Action items from approved minutes appear here with an owner and a due date, so follow-up

does not depend on someone's notebook.

N € Workspace tion item:
iSife D Action items
Meating assistant

08 work Meetings Recordings Transcripts Minutes
88 Workspace
i s Action items @

eetings

Update ownership and status as the team follows through

£ Commbox

P chat

%, Phone

B Notes

D Docs

& Whiteboard
G Connections

# Admin Console

° Pramod Singh I
Administrato
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Transcripts Minutes

Good to know: Minutes are drafts. A person reviews and approves them before they go out.

% cal 4 @ Sydney -UTC+#M = Signout

Briefings Booking

Transcript: not available yet

Transcript: not available yat

Transcript: not available yat

Transeript: not avallable yet

Transcrlpt: not available yet

Transeript: not available yet

Transcript: not avallable yat

Webinars
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Minutes: not started >
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Minutes: not started o0 Join IS

% cal 0. @ Sydney -UTC+#N 3 5 signout

Briefings Booking

Webinars



° Morning briefing

Briefings prepare you for the day: what is on and what is still open. Use Preview to see one

without sending it.

&« Workspace Briefi
isift P iefings
Mesting assistant

88 Workspace

Morning briefings @

E) Meetings

Weekday 06:55 Australia/Sydney schedule i

3 Commbox Briefing history
[ chat

% Phone

B Notes

D Docs

#  Whiteboard

&3 Connections

@ Admin Console

e Pramod Singh r
Administrato =
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Meetings Recordings Transcripts

s configured in Power Automate.

- isift.au
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