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1. Attend Officer Calls as scheduled by the Exec. Director


2. Attend the 2 Officer Face to Face meetings ( Sept / Dec )


3. Take minutes at all meetings and calls involving the Officers and the Board of Directors and send to Steve for posting to the TI:ME website in html format:

    Steve Estrella has set up a file using FileMaker Pro (see the instructions at the end of this document). I forwarded that file to you to continue using if you decide to use this method. There is a 30day demo that you can download to experiment with before committing to using the DB for taking minutes. Another option is to use Word. We talked over the pros / cons of each approach.


4. Post all TI:ME Officer and committee meetings to iCal and send out meeting reminders:
    You’ll need a .Mac account. Jim already has one but I suggested that TI:ME should open an account so that as the VP/Sec position changes hands iCal can be accessed without trying to find a way to transfer the current iCal to a new account. Jim is going to ask Tom for input and I’m going to try to find an easy way to take the current file and export it and send the file to Jim.
 
I’m also going to send the TIME Committee email groups to Jim for use. These will need to be updated as new people are dropped / added or change committee assignments.
 
5. Maintain the email address timemused@ti-me.org:
  This email address catches a variety of messages from membership questions to spam. I forward any member services questions  to Christine for her to respond. I respond to general questions about TIME.
 
6. Contact Steve Estrella to forward the TimemusEd@ti-me.org to Jim's address:
    I check the TimemusEd email directly rather than have it forwarded to one of my other email accounts.
    You just need to set-up the account in your email program and indicate the in coming/out going mail servers and you’ll need the account password.
    Steve may want to change the password, but says this information can still be used. I will contact Steve if he wants to change the password.
Account Name: timemused@ti-me.org
POP3 Server: mail.ti-me.org  (for incoming mail)
SMTP Server: use your current provider for outgoing mail, authsmtp, or you may use mail.ti-me.org if nothing else works
Password: chourico04


7. Attend calls / meetings in place of the President as requested.
            Only an occasional occurrence of this has happened during my time as VP.
8. Jim and agreed that he will take over starting April 1st. I’ll continue to attend the class through the end off April or as deemed necessary by Tom/Jim.   Jim will contact me if he has any questions about iCal or FileMaker Pro
 
 
 
* Using the FileMaker Pro Meeting and Minutes files

Create one record for your meeting. Note the Meeting ID number generated by the system.

On the record you just created, fill in the titles of your agenda items. This creates corresponding records in the minutes file.

Fill in details of the discussion and any action items in the fields provided. If you need more room while working on an agenda item, click the “Edit” button for that item.

When finished taking notes, do the following:


1.  Perform a FIND in FileMaker pro on the Meetings.fmp file. Find just the current record. For example, if the Meeting ID number is 125, then do a find for records with that meeting ID number.

2.  From the Scripts menu of Meetings.fmp, choose “Export Minutes Header.” This will create a text file called “header.txt” in the same folder as the filemaker pro files.


3.  From the Window menu, choose the Minutes.fmp file.

4.  Perform a find to select records where the Meeting ID number is the same as your current Meeting ID number (125 in our example).

5.  Perform a sort and sort the records by Meeting ID and Minute Item ID.

6.  From the Scripts menu, run both scripts “Export Body Text” and “Export Action Items”. This will create two files called body.txt and actionitems.txt.


7.  Open all three text files in Microsoft Word.

8.  Copy header.txt, actionitems.txt, and body.txt into a new file.

9.  Do a search and replace to replace ^l with ^p. That will replace all the manual line breaks from FileMaker Pro with hard returns.

10. Highlight the action items and choose “sort” from the table.
 
