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Getting started

Target audience
e Teachers

¢ Administration staff

Content

The topics in this section cover how to:
e add anew meeting

¢ add content to a meeting

e printa meeting.
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Add a meeting

Overview

Use the information in this topic to a meeting.

Steps

1. Select the menuicon and then under Communication, choose Meetings.

The Meetings home screen displays. The default screen is Staff Meetings.

Meetings

Meeting Minutes ~ Staff Meetings
S BEERN i | e ecivn |
Welfare Meetings Meeting Details Meeting Date ‘Agenda ltems:

[m] 123 17/01/2025 « agenda 1
Attended By: Teacher 10090, Teacher 10408, Carla Hahn .2

Exec Meetings Others: ene
LST Minutes
Evec's Mestings
Farhana Test

2. Check the Meeting type displayed, and select a different meeting type in the left menu if required.

Note: Sentral has pre-defined (built-in) meeting types ready for use in the left menu.

3. Select New Meeting.

Meetings
Meeting Minutes ~ New Staff Meetings: eeting Name
Support Meetings Meeting Overview 23/06/2025 &
Welfare Meetings )
< Auendees: Choose a value. v Apologies: | Choose a value. v
Staff Mectings Groups Attended:
Choose a value. ~ Comments:
Eree Mestings Adding one or more students to this meeting will grant parents
< ortersd access to the full content of the Comments section via the parent
1 portal. To restrict visibility in the parent portal, locate Timeline and
LST Minutes deselect "Meetings” in the Access Controls settings for parents.
Exec’s Meetings
Farhana Test y
4
Attachments

@ f you want to upload attachments then please save this meeting first and then you will be able to upload files.

Agenda

+ Add ltem

Enter meeting details.
Enter a name for the meeting.

Specify a date for the meeting.

N o ok

Under Meeting Overview, do any of the following:

a. Select attendees from the list.

b. Select groups of attendees from the list.

c. Enterthe name of additional attendees in the Other box.

d. Select attendees who are 'Apologies' for the meeting.
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8. Select Save Meeting.

10.
11.

12.
13.

Tip: If you want to upload attachments, save the meeting first and then you will be able to
upload files.

Open the meeting and select Edit.

Under Attachments, select Upload File and choose a file to attach.
Under Agenda:

a. Enter agenda items and assign responsibility.

b. Use the Notes and Action text box to capture details.

c. Select Add Items to add extra agenda items.

Select Save Meeting.

If any students need to be added to your meeting, select Add Student at the bottom right of the screen.

@ Tip: Your school's configuration of the Meeting Type determines if you can add students.

Warning: You may see a warning regarding visibility of the Comments section in the parent
portal. Refer to a Sentral Administrator at your school if access control settings for parents
need to be adjusted.

14. When you have entered all your Agenda items, Responsibilities, Notes and Actions, select Save Meeting.
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Edit a meeting

Overview

Use the information in this topic to edit meeting details.

Steps

1. Select the menuicon
The Meetings home screen displays.

2. Select Meeting Minutes in the left menu and choose a meeting type.
Meetings for the selected Meeting Type are listed.

3. Open the meeting that you want to edit.

4. Select Edit.

Update details and select Save Meeting.
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and then under Communication, choose Meetings.
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Print meeting minutes

Overview

Use the information in this topic to print meeting minutes.

Steps

1.

Select the menuicon *s¢ and then under Communication, choose Meetings.
The Meetings home screen displays.
Select Meeting Minutes in the left menu and choose a meeting type.

Meetings for the selected Meeting Type are listed.

Meetings

Meeting Minutes ~ Staff Meetings
o B i | i i |
Welfare Meetings Meeting Details Meeting Date Agenda Items
June Staff Meeting 23/06/2025 + June sgenda tem 1
Attended By: None

Exec Meetings Others: Nene:

123 17/01/2025 « agendal

Attended By: Teacher 10090, Teacher 10408, Carla Hahn .2
Others: Nene

3. View the list of meetings - filtered by year.

Select checkboxes for the meeting minutes you want to print.
Select Print.

The report is generated - giving you the option to print or download the minutes in PDF format.
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