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Quick stepsfor taking meeting notesin Google Docs

To take a quick meeting note, you can do it quickly in Google Docs without having to open the meeting from

Google Calendar.

WEe'll then open the meetings you've scheduled in Google Calendar, so you can go through all the notes for your
meeting. The following article will guide you to take quick notes in a meeting in Google Docs.

Instructions for taking meeting notesin Google Docs

Step 1:

At theinterface in Google Docs, click Insert, then select Templates and click Meeting Notes to write notes for

meetings.
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Step 2:
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You'll now see adrop-down list of the events you've created on Google Calendar. Y ou find the event you want
to write a note for. We can enter keywords about the meeting name for quick search.

|Searc!'i your calendar
= Apple event as a team
Tuesday, September 14, 2021 - 1:00PM ...

Project X Meeting
Tuesday, Septemben21. 2321 - 10:00A.

Wednesday, September 22, 2021 - 9:00...

=
0 Marketing call
&

Team update
Thursday, September 23, 2021 - 11:00A...

Step 3:

Then display the meeting note template so you can enter the note content for the selected meeting. Y ou can click
on the content displayed in the interface to have more information about the meeting.

The interface for importing notes for meetings is similar to when you import from Google Calendar, with the
option to write note content.

Sep 21, 2021 | & Project X Meeting
Attendees: Sandy Writtenhouse (Bill Brown) Sandy Stachowiak
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Y ou finished reading the article "Quick stepsfor taking meeting notesin Google Docs" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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