
 

 

Meeting template: Instructions for use 

 

1. In your Meetings folder, create a page and title it. 

 

2. After you have named your page, click on the Insert tab and a mini toolbar will appear. Click on the 

More tab. Scroll down and click on Widget. 

 



3. The Select a widget to work with box will appear. Click on the drop-down box Choose a Widget. 

Scroll down and select Meeting Template. 

 

 
 

4. Click on Use “Meeting Template”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Once you have clicked on Use “Meeting Template”, you can populate the fields. Once you have 

filled in the text fields, save your meeting by clicking Save to Page. This template can be edited 

after you have saved it. 

 

 



Enter a brief title for your meeting.

Enter the supervisor(s) that are in attendance, i.e. main 

and co-supervisors.

Select the by clicking on the calendar field 

option.

Any discussion points should be entered in this text field.

Any action points directed by your supervisor(s) should be 

entered in this text field. 

Any other notes should be entered in this text field.

Select the date of the next meeting. Full-time students should be 

meeting with their supervisors fortnightly. Part-time students are 

expected to meet monthly.

The visibility of the text field can 

be adjusted by dragging this 

bottom right-hand corner tab.


