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1.0 Process for Recording Super User Meetings

The below process has been defined to document the steps that are taken to record and communicate information related to the super user telecons.  The super user meetings take place on a weekly basis for each given sub-process (see Attachment A for detailed listing of meetings).  These telecons are initiated by the Competency Center within the IFMP facility at Marshall Space Flight Center.

1. The Project Management Support Staff records the super user meetings via the web by logging on to mymeetings.com and following the specified link (see Attachment B for a detailed set of directions).

2. A set of numbers are generated via the website, which can be used to dial into the previously recorded telecons.  These numbers are listed within an excel spreadsheet, which is kept by the Project Management Support Staff.

3. The Project Management Support Staff will email set of numbers to meeting lead for each given sub-process after the meeting has occurred.  

4. After the last meeting has occurred on each date the updated spreadsheet is then sent to the integration contractor who is in charge of posting the updated file to the Core Financial internal website on the super user page.  The link to this file is labeled recorded telecon information (http://ifmp.msfc.nasa.gov/inside/cf/superuserstelecon/index.html).

5. The updated file will be available via the website within 24 hours after the last super user meeting has occurred for that day.

 Attachment A – List of Super User Meetings 
	Leader
	Sub Process
	Day
	Time (central)
	Phone
	Participant
Passcode
	Room

	Wanda Nelson
	Cost Management
	Monday
	noon - 2:00pm
	1-866-459-0102
	114941
	835

	Jane Maples
	Purchasing
	Tuesday
	11:00am - noon
	1-866-459-0124
	548594
	812

	Wanda Broadhead
	SGL
	Tuesday
	noon - 1:00pm
	1-866-459-0126
	557731
	812

	Cynthia Smith
	Budget Execution
	Tuesday
	1:00pm - 2:00pm
	1-866-459-0109
	363837
	835

	Rhonda Thomas
	Accounts Receivable
	Tuesday
	2:00pm - 3:00pm
	1-866-459-0113
	485332
	812

	Erin Birchmeier
	Business Warehouse
	Wednesday
	noon - 1:00pm
	1-866-453-1085
	720772
	805B3

	Wanda Nelson
	Cost Management
	Thursday
	10:00am - 11:00am
	1-866-459-0102
	114941
	805B3

	Undrell Battle
	Accounts Payable
	Thursday
	2:00pm - 3:00pm
	1-866-459-0113
	485332
	805B3

	Gloria Ayers
	Travel
	Friday
	10:00am - 11:00am
	1-866-459-0113
	485332
	805B3


Attachment B – Recording Instant Meetings Online

· Go to http://www.mymeetings.com
· Under Registration & Leader Tools, select

· Leader Tools:  Instant Meeting Web Moderator

· Enter the toll-free telephone number and your leader passcode

· On Main Conference, you will view all participants as they enter into the meeting.  This is to monitor the meeting only.  You’ll still need to dial in as usual on the Polycom.

· When you are ready to record, go to Conference and select the option “Start Recording Audio Conference”

· You’ll have a pop-up box to complete a description.  I suggest you include the date of the meeting.

· Then you’ll get another pop-up box with telephone numbers.  IMPORTANT:  Jot these numbers down – this is where the recording will be available – and I don’t know of any way to retrieve this info later.
· A message is generated to all participants that the meeting will be recorded, and the recording begins.

· To end the recording, again go to Conference and select the option “End Recording Audio Conference”

· A message is generated to all participants that the recording has stopped.

· Approximately an hour after the meeting has ended, the recording will be available at the telephone numbers you recorded.

· Anyone who dials these numbers can listen to the entire meeting.

· This recording will remain at this number for 30 days.
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