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Meetings

Y

-Subject
-Location (if integrated within organisation, this can automatically
identify meeting rooms and book them out
-Start/End time
-Message description
-add any documents/ confidentiality forms
-add any documents that you would like to use as part of discussions
and marking up
v

Select Attendees (you will be able to select multiple at once instead of
clicking one individual at a time)

Once the attendees are
present, there will be a
"START" button to
initiate the meeting

Meeting will carry out as per normal, every time an individual speaks, his
profile pic and Name (with the date at time) will appear

and write down what he speaks and continue as the meeting

progress. You can setup the meeting so it can record key words or locations

v

During the meeting if you say a phrase (which will be setup in your profile
account) Eg. "Task to do" then it will record your speech as per usual but
make a replica which will automatically go in a separate tab called the "task
list" which will run simultaneously with the recording and to end task, you
will do similar "End Task"

when you like to finalise the meeting, there will be a button "END" and it
will open up option to save document (for a certain amount of time) or send
to attendees, or if you like to just send task list to all attendees, there will
be the option to do both

Figure 4A
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Individual or Conference
Audio/Video Calls

v

Select contact(s)

v

send the pre-meeting documents to be electronically
signed (if required)

Initiate the call once

documents arrive back

Meeting will carry out as per normal, every time an individual speaks, his
profile pic and Name (with the date at time) will appear and write down
what he speaks and continue as the meeting progress. you can setup the
meeting so it can record key words or locations

v

During the meeting if you say a phrase (which will be setup in your profile
account) Eg. "Task to do" then it will record your speech as per usual but
make a replica which will automatically go in a separate tab called the "task
list" which will run simultaneously with the recording and to end task, you
will do similar "End Task"

when you like to finalise the meeting, there will be a button "END" and it
will open up option to save document (for a certain amount of time) or send
to attendees, or if you like to just send task list to all attendees, there will
be the option to do both

Figure 4B
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Workshops (may require
Bluetooth head set )

¥

Pre-populate the workshop/agenda forms according to the structure
you would like or browse into your "documents and Templates" file and
use one that is within your application already. You can also import
document files

!

-Subject

-Location (if integrated within organisation, this can automatically identify
meeting rooms and book them out

-Start/End time

-Message description

-add any documents / confidentiality forms

¥

Select Attendees (you will be able to select
multiple at once instead of clicking one
individual at a time)

Y

On the Day of the workshop, the meeting will be initiated and will follow
the agenda accordingly, and whilst the different speaker is talking, the
device or headset will be given to the speaker in order for them to talk

when the next speaker needs to talk, you will just need to press the tab in
which he has been allocated a slot in the workshop. if you look at the
example in ‘'documents & templates' during "welcome to the country" one
individual will talk. you press "workshop processes" to start section of
workshop etc...

Once the workshop is wrapped up, you may End the session and
save or send according to the record keeper

Figure 4C
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Question & Answers

¥

Invite the attendees (the people whom you would like to have the Q& A
session with). You may send confidentiality forms prior to the Q&A session
depending on whether you would like

!

Initiate the Q&A once documents arrive back

Once the Q&A is wrapped up, you may
end the session and save or send according
to the record keeper

Figure 4D
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General Notes

¥

open up session and begin. This session is generally for people who
don't want to type and want to record everything in written format

Figure 4E
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Presentation

y

Invite the attendees (the people whom you would like to have the
meeting with). You may send confidentiality forms prior to the
session

Y

You will need to remote access into a computer or laptop and
run the screen and Reco app simultaneously. In the meantime all the
necessary documents to be signed and returned

.

You will start with the main screen (the
laptop/desktop computer) which is what you
would be presenting plus a tab on the right
showing what is said and recorded

2

Everything said during the presentation will be recorded (audio and
written) and any questions during the presentation.

Once it is completed, the output will be in MP4 file format as you will be
able to watch the presentation with the audio recording in the background
as well as the written side tab

Figure 4F



