OnBoard

Contributing
to an Agenda

Contributing to an
Agenda helps ensure
meeting materials are
organized, easy to find,
and ready for review.

Find more trainer-readiness
resources in the Train-the-
Trainer Toolkit.

For additional questions or

technical support, email
help@onboardmeetings.com
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Contribute to an individual section.
Or... Update the entire agenda.

Your meeting administrators will control your access.

< Meeting List Board Meeting < Meeting List Board Meeting
Details Analytics Agenda Analytics
9:45 AM EDT - 10:00 AM EDT (15 min g
) ( ) B Edit Details PN Agenda Collapse All EdltAgenda
lll. Approval of Minutes 19 Sections & 15 Documents, 300 minutes
How Meeting Minutes Deliver Better Meeting Outcomes Last Update January 30, 2026 2:39 PM EST
| S
lm;{ [Sample] 3. Approval of Minutes
10:00 AM EDT - 10:10 AM EDT (10 min) . ) .
[:ﬂ OnBoard_Roberts_Rules_of_Order I. Call to Order G iR ~

‘mg‘ [Sample] 1. Call To Order

10:00 AM EDT - 10:45 AM EDT (45 min)

B ~
IV. Review of Quarterly Operating Results
. 10:10 AM EDT - 10:45 AM EDT (35 min)
Presenters: Andrew Sompels [ Edit Details i~
Il. Consent Agenda
E.:‘ [Sample] Consolidated Statement of Income E -
- mé; [Sample] 2. Consent Agenda

Add Your Materials

Drag and drop documents (word, excel, ppt, pdf)
directly to a section.

Select ‘Edit Details’ to manage documents, section
description, linked actions, presenters, and guests.
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Update the Agenda

Use the buttons at the top of the agenda to add,

reorder, indent, and delete sections.
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A_  Exnression of Annreciation for Retiring Director

Notify your Meeting Admins

Edit Details

After you contribute to a meeting, update your
meeting admins with the OnBoard Messenger or
by creating and assigning a Task.
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Let's get the ball rolling!
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[Sample] Board of Directors @

Thursday, February 19, 2026 12:17

Please update the team about the proposals.

| just uploaded the Agenda Section. Take a look

and let me know if you like it!
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