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Start Here: My Dashboard 
Link: https://meet.lucidmeetings.com

Dashboard: Overview 

• Today's Meetings 

• Two Weeks at a Glance 

• Overdue Action Items 

• Upcoming Action Items 

• Upcoming Meeting 
Preparation

https://meet.lucidmeetings.com


Review Upcoming and Past Meetings

Find meeting records easily: 

1. Click on a Meeting Room 

2. Review Upcoming Meetings 

3. Review Past Meetings
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If you were invited to a meeting as a Guest, find the 
Records link in the top navigation and click on 
Meeting History to review all of the meetings you've 
been invited to attend.



My Action Items

Review Action Items: 

• Click on Action Items  

• Click Down Arrow next to item 

• Edit or Mark complete 

Learn more about Action Items

http://support.lucidmeetings.com/support/solutions/articles/16000013462-adding-and-editing-action-items


My Settings & Notifications

Click Your Name to Access: 

• Profile Settings 

• Display Preferences 

• Email Notifications 

Learn more about Account Settings

http://support.lucidmeetings.com/support/solutions/articles/16000013470-your-account


Daily Notification & 10 Minute Reminder

10 Minute Reminder EmailToday’s Meetings & Related Action Items



Create a Meeting
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Create a Meeting: 

1. Select Room 

2. Select Template 

3. Click Schedule meeting 

Learn more about Meeting 
Scheduling

http://support.lucidmeetings.com/support/solutions/articles/16000011453-scheduling-a-meeting
http://support.lucidmeetings.com/support/solutions/articles/16000011453-scheduling-a-meeting


Add a Title, Date, and Start/End Time
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Title, Date and Time: 

1. Review/Update Title 

2. Choose Date, Start/End 
Time, and/or Repeat 

3. Click “Save and next”



Add Meeting Attendees
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Next, add Meeting Attendees: 

1. Select Room Members, 

2. Select Guests, OR 

Add new members/guests using email address

To add more 
attendees, select 
the Attendees 
tab and click 
"Add attendees”



Remove Meeting Attendees

To Remove an Attendee: 

1. Navigate to the Meeting 
page and select the 
Attendees tab. 

2. Beside the person’s name, 
use the down arrow to 
select “Remove Attendee.”
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Organize and Edit the Agenda

On the Meeting page: 

• Click Organize on the Agenda tab to Add arrange 
items  

• Click Add another agenda item to add more 
items 

• Use the Arrows to move items or click and drag 

• After organizing, click Edit to add and change text



Add Items to the Agenda
Add documents, presenters, 
action item reviews, and more.  

• First, click Edit on the Agenda (see 
previous slide) 

• Next to the agenda item, click the 
down arrow 

• Use the drop down menu to add a 
document, URL, presenter, timer, 
motion, or tag 

• Select “Add list” to review Action Items 
in the meeting 

Learn more about working with agendas

http://support.lucidmeetings.com/support/solutions/articles/16000013456-working-with-agendas


Send Meeting Invitations

To Invite Meeting Attendees: 

• When your meeting is ready, 
select “Send invitation email” 

• If the prompt does not appear, 
send invitations using the down 
arrow next to the meeting title 

Learn more about inviting attendees

http://support.lucidmeetings.com/support/solutions/articles/16000013454-inviting-attendees


Review Invitation Details, Send Email
In the next step, review: 

• Message Delivery Priority 
and Sensitivity Level 

• Options to include the 
agenda, calendar file, and 
RSVP email 

• Recipient list  

• Click “Send email”  

Learn about how Lucid works 
with common calendars

Meeting Invitation Email

http://support.lucidmeetings.com/support/solutions/articles/16000018218-will-lucid-meeting-invitations-show-up-on-my-calendar-
http://support.lucidmeetings.com/support/solutions/articles/16000018218-will-lucid-meeting-invitations-show-up-on-my-calendar-
http://support.lucidmeetings.com/support/solutions/articles/16000018218-will-lucid-meeting-invitations-show-up-on-my-calendar-


Reschedule, Cancel, Copy, Delete

Use the down arrow next to 
the meeting name to access 
the Meeting Actions menu.  

Common actions include: 

• Reschedule 

• Cancel 

• Copy  

• Delete



Start and End a Meeting

Start a Meeting: 

Click “Start your meeting now” 
on the meeting home page OR 
on your Dashboard 

End a Meeting: 

Click on “Meeting” and “End 
Meeting” in the bottom tray



Participate in a Meeting: Attendee

Participate in a meeting: 

• View agenda items (top) 

• Add/present a document (with 
presenter role) 

• Add Notes and Action Items 
(with note taker role) 

• Chat with other attendees (right) 

Learn more about participating in 
meetings

http://support.lucidmeetings.com/support/solutions/articles/16000029255-participating-in-or-observing-a-meeting
http://support.lucidmeetings.com/support/solutions/articles/16000029255-participating-in-or-observing-a-meeting


Run a Meeting: Facilitator
Facilitate a meeting: 
(see previous slide for more) 

• Advance the agenda 

• Exit, Break, or End the Meeting 

• Edit the Agenda, Search records, 
change Audio preference 

• Change the Meeting Timer 

• Invite More People  

• Change Attendee Roles 

Learn more about facilitating a meeting

http://support.lucidmeetings.com/support/solutions/articles/16000029251-facilitating-a-meeting


Meeting Notes 
(facilitator & note taker role) 

• To add a note during a meeting, click 
“Add Note,” type your note, and Save. 

• To Edit a note, simply click on the note 
text to start editing. 

Click here to learn about tagged notes

Add/Edit Notes & Action Items: During a Meeting

Action Items 
• To Add an Action Item, click “Action 

Item,” and type your text. 

• Select an Owner and Date, then Save. 

• To Edit an Action Item, click on the text, 
owner or date to make changes.

http://support.lucidmeetings.com/support/solutions/articles/16000050046-decisions-issues-parking-lot-working-with-tagged-notes


Action Items 
• To add an Action Item, click “New Action 

Item” and type your text. Select an Owner 
and Date, then Save. 

• To Edit an Action Item, click on the text, 
owner or date to make changes. Learn 
more about Action Items.

Add/Edit Notes & Action Items: After a Meeting

Meeting Notes 
• To add a note, select New Note under the 

correct agenda item. 

• To Edit a note, simply click on the note text 
to start editing.

To add or edit a note or action item 
after a meeting, click on the Notes tab 
on the meeting page and select Edit. 
When finished, click Done editing.

http://support.lucidmeetings.com/support/solutions/articles/16000013462-adding-and-editing-action-items
http://support.lucidmeetings.com/support/solutions/articles/16000013462-adding-and-editing-action-items


Send Follow-Up Email
1. When your meeting notes are complete, select 

“Send follow-up email” on the meeting page. 

2. In the next step, add a custom follow-up 
message. (optional) 

3. Review Message Delivery Priority, Sensitivity 
Level, Options, and Recipient list. 

4. Click “Send email.”  

Learn more about sharing Meeting Records

Custom  
Message

Follow-Up Email

http://support.lucidmeetings.com/support/solutions/articles/16000013426-share-meeting-results-email-or-export


Leave or Join Meeting Rooms
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1. Select an Organization/
Category in the left navigation 
under Meeting Rooms. 

2. To Leave a Meeting Room, 
click the down arrow, and 
select Remove myself. 

3. To Join a Meeting Room, click 
the down arrow and select 
Add myself.
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