
MEETINGS • TASKS • PROCESSES



PRODUCTIVITY MADE EASY

Tired of meetings that lead nowhere? 

Are you struggling to keep track of the tasks that were delegated? 

Do you want to be more effective?

Univu Business Manager will help you drive a plan of action for your leadership team and employees.  
It will help to clarify how, when, why, and by whom decisions were made, and to track action items to get 
the work done. 

Your meeting minutes, processes and checklists become dynamic and effective management tools 
through an easier-than-Word editor with integrated task and comment functionality. 





Start a meeting or a project from scratch or 
from one of your predefined templates.

Write minutes and assign tasks in one operation.

Track tasks through several meetings 
until the task is completed.

MEETING FINISHED = MINUTES FINISHED

SAVE TIME



My Tasks is your personal dynamic task-list, 
showing all your open tasks.

Delegated is your follow-up list showing 
tasks you have delegated.

Notifications when tasks are delegated, 
completed, commented or when limit 
date is exceeded.

EASY FOLLOW-UP



Find it when you need it. Automatic archiving 
categorized for easy reference. 

Sort your meetings and processes by date, 
type, manager, tag, or use search. 

Set access privileges on meetings and 
templates to control who can see a 

meeting, and who can use each template. 

EASY REFERENCE 



EVERYTHING IN CONTEXT

Univu Business Manager helps you organize relevant information and make it easy to find at a later time. 
Add references/attachments such as documents, images, web-links, emails etc. to your meeting agenda, 
and it will be easy to find when you hold the meeting, or need the information in context later. 



A TYPICAL MEETING FROM START TO FINISH
 
The agenda is an email or a part of a calendar invitation, or there is no agenda at all.
 
In the meeting everyone takes personal notes and write down their action items. 
In addition, someone is given the task of writing the same thing in the meeting minutes, 
and in a word or excel document. This is then sent out by email, only to get lost way 
down in each participant’s inbox. 

After the meeting when you open the file and try to identify your initials among all the noise, 
you risk missing something important, so you print it out, highlight your tasks and put the printed 
minutes in your “stack of bad conscience” on your desk, hoping that this will help you remember. 
As a result, action items are often missed and it’s a challenge to keep track of progress and status 
between meetings. 

Too much time is wasted in meetings trying to get everyone in sync 
and the status updates in to the next minutes of meeting. 

MEETING CHALLENGES



A UNIVU MEETING
  
When you write and send out the meeting agenda from Univu, your minutes are already 80% done!
 
All relevant references/attachments have been linked in to the meeting for easy reference. 
When the meeting starts you open the meeting you already have created, and put the agenda up 
on the big screen. During the meeting, you write minutes and assign tasks directly in the Univu 
meeting document for all to see. 

When the meeting is finished, the minutes are finished and the tasks have automatically been 
delegated. Everyone have a personal task list with all task from this and other meetings they have 
attended. When someone complete or comment on their task, the meeting minutes will 
automatically update. 

When the next meeting starts everything is already updated, 
and it’s just the new action items that need to be entered. 

UNIVU = SMARTER MEETINGS! 

SMARTER MEETINGS 



FOLLOWUP MEETINGS
When you complete a meeting in Univu you have two options: “Complete” or “Complete & Plan next”. 
For weekly or monthly meetings you can use “Complete & Plan next” to help you track tasks through several 
meetings, just by looking at the latest minutes of meeting document.  

FIRST MEETING 
You write minutes and delegate tasks to 
yourself and colleagues.

SECOND MEETING
You still see the tasks that have been com- 
pleted after the first meeting so that you 
can keep track of open and completed 
tasks from the same document.
 

THIRD MEETING 
The tasks completed after the first meeting 
are moved to archive, but tasks completed 
after the second meeting still shows in the 
third meeting. Further on, the tasks complet-
ed in between the second and third meeting 
will not show in the fourth meeting.
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GET PRODUCTIVE ANYWHERE
Univu Business Manager is a web-app that supports your mobile devices and integrates 
with your mail and calendar. Available as a cloud service or installed on premise. 



Univu is developed by Unisea www.unisea.no

www.univu.com


