Printing Meeting Agenda Packets in the EBMS
Requirements from Board Managers 9/21/12
What should print?
1. The agenda itself. (This is a Word-like document that we create in an HTML editor on the page for a calendar event.)
QUESTION: We think it would be nice if the agenda could automatically print with a standard heading including the meeting title, event date and time, and location (NCI or WebEx), using the information in the calendar event. However, at least one Board plans two-day meetings with a single agenda. Could this heading be editable?
2. All documents that are linked to from the agenda. These might include:

a. Summaries

b. Articles

c. LOE documents

d. Other Word documents, PDFs, Excel documents, JPEGs
i. We will print any other file types by hand. We could print Excel documents and JPEGs by hand too, if there is more work involved to support those file types.

QUESTION: Sometimes we share a printed copy of an abstract or a website (HTML page). Could this be printed with the packet, or should these be handled by hand?

QUESTION: We typically add a number to the upper right-hand corner of each of the documents to be contained in an agenda packet. Would it be possible to add numbers to the documents programmatically? (I’m kind of doubtful we could do this, but figured it was worth asking…)

Most of the time, meeting agenda packets for subgroups will not be printed.

Who will be doing the printing? 
In most cases, we will be generating the hard-copy packet internally (Board managers, Bonnie, CIAT counterparts). 

We would also like our Board members to have the ability to print the agenda packet contents, too, in case they want a hard copy of some items but did not request a full hard-copy packet from us. 
What should the printing interface look like?

We would like to have two “buttons” on the page for the calendar event:

· “Print agenda only” – clicking this button would automatically print the agenda document that was created using the Word-like HTML editor.

· “Print meeting materials” – clicking this button could generate a dialog box with a list of all of the documents contained in that meeting packet, including the agenda, and a check box next to each document. All of the documents would be checked by default, but a user could uncheck any of them before initiating printing.

When should the agenda packet be printed?
The system does not need to recognize that the agenda packet is ready for printing. The Board manager will notify Bonnie when it is ready for printing. If Board members have the ability to print the packet, they will be able to do so once the agenda is published to the event.
How many copies?

The user should also have the option to specify how many copies of the agenda and/or full packet to print. The default should be set to 1.

NOTE: We do not know at this time whether we will be printing a copy of the full agenda packet for each user who would like one directly from the EBMS, or whether we will print one copy and give that to Kinko’s to reproduce. It depends on the demand for printed materials. Given that this information is unknown, it seems to make the most sense to allow the person doing the printing to select how many copies should be printed rather than have the system decide automatically how many to print based on user preferences.
User preferences

We should store user preferences for agenda packet printing that are separate from the user preferences for literature surveillance packet printing.
Additional thought: It would be nice if we could download and save the entire contents of a meeting agenda packet without printing all of the contents. I don’t know how feasible this would be.
