
vTools Meeting Reporting 

vToools meeting tutorials are available online at: 
 http://wiki.vtools.ieee.org/bin/view/Main/Meetings/UserManuals 
 
 Tutorial topics - 
• Tutorials in Flash Movie format  
• Introduction to vTools.Meetings  
• Logging in  
• Creating a new Meeting Notice  
• Integrating with an existing website 
• Deleting a Meeting Notice 
• Using existing Meeting as a template in creating a new Meeting Notice 
• Registration functionality and Meeting Statistics 
• Creating Menu and Name tags  
• Creating and searching L31 reports  
• How to automatically fill in fields in similar L31 reports 
•                   Credit Card Payments 
•                   Meeting notice feeds and iCal functionality 
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Producing a vTool report required to 
get MTT-S funding 

In order for your chapter to qualify for: 
• Chapter Activity funding 
• Workshop/Symposia funding 
• or to be approved for Chapter Chair Meeting travel reimbursement 
You must submit proof that your chapter has reported at least two 
meetings to IEEE in the past year. 
 
To obtain the required report follow these steps. 



After login, select “Search L31 
Meeting Reports” 



Use the dropdown menus and 
specify your Region, Section, and 

Organizational Unit 



Use the calendar functions and 
specify Meeting dates in the past 

year. 
 

Then Submit. 



Select “Download results as CSV”.  
You may send the resulting 

spreadsheet to support your MTT 
funding request. 



Other vTool capabilites & tutorials 
•Creating a new Meeting Notice – You can place meeting notices on vTools 
including maps, photos, etc. 
 
•Integrating with an existing website – If you are comfortable cutting and 
pasting HTML code, you can integrate the vTools meeting notice with your web 
site. 
 
•Deleting a Meeting Notice – just in case. 
 
•Using existing Meeting as a template in creating a new Meeting Notice – save 
time on your 2nd and following meeting notices. 
 
•Registration functionality and Meeting Statistics – if you want members to 
register online to attend your meeting. 
 
•Creating Menu and Name tags --  for your attendees. 
 
•How to automatically fill in fields in similar L31 reports – save time reporting 
similar meetings. 
 

 


