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GETTING STARTED

Welcome to BOARDNetWORK.

BOARDNetWORK is an easy-to-use resource provided by Nonprofits Insurance Alliance (NIA) and made
available to you by your nonprofit organization.

This User Guide contains detailed instructions on how to use this powerful tool. Here are three things to
know before getting started:

1. The BOARDnetWORK administrator at your nonprofit will register you for access.
2. The system will send you an email with your username and temporary password.

3. You will be prompted to change your password the first time you log in to the system.

How BOARDNetWORK Helps You Stay Informed

Through BOARDNnetWORK, your system administrator will post new meeting documents and other
informational items. You will receive weekly email announcements about these posts.

Important: To avoid announcements ending up in your junk/spam/quarantine folder, be sure your
email account is configured to recognize the BOARDnetWORK domain as an approved
sender. Messages will come from BOARDnetWORK
[BOARDNnetWORK@secure.boardnetwork.org].

How to Log into Your Account
1. Go to www.boardnetwork.org

2. Enter your username and password

If you do not know your username and/or password, contact your BOARDnetWORK Administrator.
You can also call the BOARDnetWORK support line at 831-621-6120 or www.boardnetwork.org

If you are affiliated with more than one nonprofit organization
that use BOARDnetWORK, you’ll have the option to select which Login Into Which Account?
account you want to access on the login page. This feature allows

you to have one standardized login to access all accounts.
~ AMS Test Company

When logging in, you'll see a menu of all linked accounts from Demonstration Nonprofit

which to select.

Once you are logged in, toggle between your accounts by using )
the “Change Accounts” link at the top of your Home Page. Help pmﬁ'j, Change Accounts ) Logout

How to Locate Upcoming Meeting Agendas and Documents
Locating upcoming meeting agendas and documents is easy! You have two options.

ZZZ Demonstration Account

1. Select an item from the Upcoming Meetings and Events section at the center of the
screen on the Home Page.

OR

2. Click the Calendar tab. From there, you can view your upcoming Meetings and Events.

How to Find Other Important Documents
1. Click the Documents tab.

2. Your documents are organized in four document centers:
Board Documents, Committee Documents, Corporate Documents, and Hot Topics.

3. Click on the name of any folder to explore its contents.

A service of Nonprofits
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GETTING STARTED

How to Find Other Board Members’ Contact Information
Everyone’s contact information is available by clicking the Address Book tab.

This is also where you can generate an email to an individual or group.

How to Change Your Announcement Options or Contact Information
1. Go to your Home Page.
2. Click the “Profile” link at the very top of the page.

3. From here, you can change your password or update your contact information.

How to Contact Support
BOARDNetWORK Support staff is available from 8:00 a.m. to 5:00 p.m. PT, Monday through Friday.

You can click the “Help” link at the top of the screen to send an email or call 831-621-6120.

A service of Nonprofits
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HOME PAGE

Your Home Page presents you with a customized dashboard containing several important elements:

1?::} BOARDRetWORK Help  Profile  Change Accounts  Logout j Navigation Tabs
- Located at the top, these tabs
m CALENDAR DOCUMENTS ADDRESS BOOK [Home, Ca'endar‘ DOCUmentS,
Address Book] take you
to the key areas of the
ko Ann Demo_u'’s Home Page BOARDnNetWORK platform.
Ann Demo_u
@ New Items to Review &\ o NeW Items to ReVIGW
ot foema Hicm yorse bt i o BT S5 SRS ABAS This section provides a list of new
~ Damonstration Nomprofit © 2 new Mestingls) schoduled items that have been added since

© 1 new Event(s) scheduled

B vpcoming Meetings

@ remstoreview new item.

Upcoming Meetings & Events I

&L Board of Directors Meeting Thu 10/1/20 Status:

your last visit to the site. Click each
link to visit the area containing the

Upcoming Meetings & Events

BE]NONPROFITS cenlei il ol L This area lists upcoming meetings
- — &% Fundraising Committes Meeting Tue 11/10/20 Status: T and eVe-nt-S SChedUIed by yOUr
N 20 300 @ heweeng s () nonprofit in chronological order.
ity . -
© Annual Silent Auction Sat 12/5/20 Status: — You Can CIICk the Ilnk to go to the
blue o 10005m @ New ventebesiod oty () item or click the related navigation
avocadd tab [Calendar] at the top of
o e Cnine the page.
News Feed <—— News Feed
& $BOARDnetWORK .
- - | Your news feed features articles
Additional 1 + —L_ -
T'- Spacing Testing and blogs from Nonprofit Insurance
Outer space or fnner Space? ‘ d Alliance and Blue Avocado.

Test news feed

|
=

[ Archived News Feeds

Quick Access Area

This area on the left will be available to you on all pages of the
BOARDNetWORK platform. When you are on the Documents tab,
an Options menu will be also be visible.

Print a Page

Each page of the platform has a
print icon on the right side of the
screen, near the navigation scroll E - B PRIMNT VERSION
bar. Hover over it to expand the
button.

_ (a0
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CALENDAR

Selecting the View
The Calendar tab contains two views:

1. A “List” view showing 12 months at a time

2. The more familiar one-month Calendar view
You can toggle between views by clicking the One Month or 12 Months button.
The 12 Months view defaults to start on the current date.
To change the start date of the 12-month range:

1. Click the One Month button.

2. Select the date from which you want the 12-Months view to start.

3. Click the 12 Months button.

Changing Time Periods
Use the left and right arrow buttons at the top of the calendar to go backward or forward in time.

Syncing Calendar Appointments

To add calendar appointments to your Outlook or other desktop calendaring program, click the
Sync button on the Calendar page or the Meeting Detail screen. The system will change the
status of synced items automatically.

Note:
The sync feature does not handle updates automatically. If a calendar item changes in BOARDnetWORK,
the item must first be deleted from your Outlook and then re-synced from your BOARDnetWORK account.

Calendar

< June 2020 > w 12 Months

Calendar

< Jun 1, 2020 - May 31, 2021 > |[onemonn | (SRR

&2 Budget meeting [histarical)

Status:

Q Unseen \ e

Q) Covid 13 avant (histarieal] Status:

©Q Unseen

&L Board of Directors Meeting Status:

L SYNC
© Unseen & SINC

Status:

©Q Unseen

A2 Fundraising Cammistes Meating

Status:
T @ Unseen

© Annual Silent Auction

A service of Nonprofits

-~
. [ 2]
Page 6 | User Guide (21.0320) (:p ,;' BOARDNetWORK Insurance Alliance
-



DOCUMENTS

Board Documents

The Board Documents Center centralizes all documents for the Board of Directors. You can gain convenient
access to the most frequently used materials through three built-in folders:

= The Meeting Documents Folder. Easy access to archived as well as upcoming documents
used in the board meetings.

= The Minutes Folder. All meeting minutes, listed by date.

= The Resolutions Folder. All board resolutions in one place.

Your BOARDnetWORK administrator(s) may also add customized folders to the Board Documents Center.

Committee Documents
Each committee on which you sit will have a Committee Documents Center similar to that of the Board.

Corporate Documents

The Corporate Documents Center provides you with online access to the most up-to-date corporate
records and reference materials.

-

N

(::'::' BOARDnetWORK Help  Profile  Change Accounts  Logout
-
-

HOME CALENDAR DOCUMENTS

ADDRESS BOOK

Welcome

Ann Demo_u
D

~ Demonstration Nonprofit

Options Menu

Board Docs
Committee Docs
Corporate Does
Hot Topics

Search

LA L L

e Upcoming Meetings
° Items to review

Documents

Select a Document Center

5 Board Documents

Board minutes, resolutions, bocks & working documents.

B Committee Documents

Committee minutes, resolutions, books & working documents.

Active Committee 1
Finance Ann Committee
Fundraising Committee
Investment Committee
Nominating Committee
Personnel Committee

Risk Management Committee

LR A .

Take a bite out of hunger

[% Corporate Documents

Bylaws, policies, procedures, handbooks, department reports and more.

Q 22 Unseen Docs

@ 2 Unseen Docs
o 1 Unseen Doc
® Reviewed
® Reviewed
® Reviewed
Q 4 Unseen Docs
® Reviewed
0 4 Unseen Docs

Q 27 Unseen Docs

Page 7 | User Guide (21.0320)
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DOCUMENTS

Hot Topics

This area contains information on news, activities, events, etc., that your nonprofit feels are important
to note. Items listed on this tab will be one of the following:

=  Document
=  Web link
=  Text block

Meeting notices and scheduled activities/events for your nonprofit are located on your Calendar tab.

.DINONPROFlTS :
INSURANCE ALUANCE Hot Topics

Yo T — ey ——

Insurance and Risk

Management Resources Show ltems Added: | within the past 3 months b

Title Added On Comment(s) Status
blue & NPT Study: Most
avo Ca Nonprofits Don’t Have Sun 08/16/2020 added today

Whistleblower Policies
Free Online

Nonprofit Magazine & Grant Program to Help
L Member Nonprofits With

Urgent Equipment and
Project Expenses

Fri 05/29/2020 @ Reviewed 08/16/2020

[0
¢, _»BOARDnetWORK

Additional

Board Resources

A service of Nonprofits
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DOCUMENTS

Opening Documents

You have the choice of opening your documents as a PDF or in the format in which the documents are
originally created. When you click a document link, a new window will open. At the top of the window is
a tool bar. The document format is the first thing listed in this toolbar.

Format: [5) PDF (36.79kb) [EWord (36.79kb) Comments | Details

N ® ©

Microsoft Word - 161760_BNW Demo Doc_graphic.docx

The system default is to open all documents as a PDF. If the document is also available in another format,
the format will be shown here. In the example above, the original document was created in Microsoft Word.

Note that the PDF viewer window will only show a portion of the document page. To see the full-page
view, you need to click on the link to the right of “Format”.

Important: You can work on a document, but to retain any changes you make, you must save the

document to your local system/drive. You cannot upload documents back to
BOARDNetWORK. Only administrators have the ability to upload documents.

If you are going to work on a document, it is recommended that you use the Download button to save
the file to your local drive.

Sharing Document Comments

To make comments on a document for the benefit of the Board Secretary or fellow Board members
(e.g., to suggest a change to the document or voice your approval/disapproval of an item in the

document), click the “Comments” icon after opening the document. (See (2] above).
The “Comments” icon will then appear next to the document for others to see.
Document Name Comments Reviewed Status Actions

BB Resolutions

Change to Board Term Limits & Reviewed Fri 05/29,/2020 = <0
Investment Guidelines & Reviewed Sun 08/16/2020 4 m
Revision to Bylaws 1 Comment © Unapenead = <0

Document Detalil

You can view all of the details of a document.
Just click on the Details button on the document

window header bar. (See (3] above).

Document Information - Investment Guidelines

) - .
. [/ A service of Nonprofits
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DOCUMENTS

Preparing for Meetings
The agenda and documents for upcoming meetings can be viewed, printed, and downloaded
from the Meeting Detail screen. Click a meeting in the calendar to open this screen.

For your convenience, you can download individual documents or all documents in one PDF
(also known as the board book). If your account administrator has created a board book for the
meeting, the link will be available to you in the quick access area to the left of the Meeting Agenda.

Welcome Meeting Agenda

Ann Shanklin

Board of Directors Meeting

= sync

Board Meeting Test

*~ AMS Test Company ; T
Thu, 05/14/2020

08:00 am - 11:00 am

a Upcoming Meetings

a Items to review 1. Welcome & Introductions

2. Review of Board Minutes

Full Board Book We will vote on approval of minutes from last meeting

O Minutes 36.74kb added today

3. Committee Meeting Reports
Reports by Committee Chairs

.a NONPROFITS [ committee Reports Okb added today
=

INSURANCE ALLIANCE a. Audit Committee

YT p— D e—
b. COVID Committee
Insurance and Risk ¢. Finance Committee
Management Resources
4. Review of Annual Report Draft

Archived Meeting Documents

BOARDNetWORK automatically organizes and stores your archived meeting documents,
which can be found in two ways:

1. Click the left arrow button in the calendar to go back in time.
OR

2. Go to the Meeting Documents subfolder of the Board or Committee Documents Center.

Board of Directors - Meeting Documents

Current Meeting Documents Archived Meeting Documents

None Thursday, 5/14/2020 08:00am to 11:00am EST
Board of Directors Meeting

Tuesday, 4/9/2013 4:00pm to 5:00pm EST
Board of Directors Meeting

Monday, 8/15/2011 8:00am to 11:00am EST
Board of Directors Meeting

= A service of Nonprofits
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DOCUMENTS

Searching for a Specific Document
On the Documents tab, use the “Search” feature to find specific documents in the system.

You can search by keyword or by date to locate recently posted items.

You can also search by “Status of Document” by setting the criterion to “Documents | Have Never Seen.”

Options Menu

Board Docs
Committee Docs
Corporate Docs

Hot Topics

WY W Y

Search

Search

Enter one or more search terms to locate documents. Note that content within files is not searchable due to file encryption on

the server. Do not use wildcards (*) as your search terms will result in partial-match searches automatically.

Keyword(s) in the Title/Description:

Date Uploaded/Revised:

-any- A

Status of Document:

_any_ o

i N "
- [ A service of Nonprofits
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ADDRESS BOOK

The Address Book contains the contact information for all board and committee members.

Address Book- All Users

Change View:

All Users . & Email thisgroup B Export Excel

Bloomfield, PhD, Dr. Abraham

PDsiﬁun(s] held: Active Committee 1, Board of Directors Visitor, Finance Ann Committee, Personnel Committee

Executive Director, Take a bite out of hunger.

Work: Contact Info:

CFO Phone: 800-359-6422

A Little Piece of Heaven Fax: 831-459-0853

987 South Street My Town, OH 432598 Email: a.bloomfield@netzero.net
Davis, Ace

Position(s) held: Active Committee 1, Board of Directors, Finance Ann Committes, Take a bite out of hunger Chair.

Home: Contact Info:

660 B Street Peoria, WY 93732 Phone: 800-359-6422
Fax: 831-459-0853

Email: aced@pachell.com

Johnson, Allie

PDsiﬁOn(s} held: Active Committee 1 Staff, Board of Directors Staff, Personnel Committee Staff, Take a bite out of

hunger Staff.

Work: Contact Info:

Executive Director Phone: 800-355-6422
Nonprofit Organization Fax: 831-459-0853

1234 Main Street, Ste 622 Anytown, CA 94761 Email: allie@nonprofitorg.org

To change the view, select the group you want to see from the drop-down menu.

Emailing Other Users

You can send email to one individual, the entire Board, a Committee, or all BOARDnetWORK users
from this screen.

The system will open a new message using your email server and insert the email addresses
based on your selection.

o‘ A service of Nonprofits
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CONFIGURING YOUR ACCOUNT

To configure your account, access the “Profile” area at the top of your screen.

[

[ -
(:\..'10 BOARDnetWORK Help  Profile Logout
-
HOME CALEMNDAR DOCUMENTS ADDRESS BOOK
Wel Account Settings
elcome

Ann Shanklin

My Account

Change Password An important security precaution to protect the privacy of your account

Contact Information Change your personal information

~ AMS Test Company

Changing Your Password

From time to time, and in accordance with any password guidelines issued by your nonprofit,
you should create a new password for your account.

Changing Your Roster Information
Update personal contact information in the roster by clicking the “Contact Information” link.

You can specify two addresses for the delivery of your BOARDnetWORK announcements. This enables

you to receive notifications at home and work destinations or to have your personal assistant receive
notifications on your behalf.

Change My Personal Information

* = Required Field

Account Information

*Email Address: Secondary Email:

noemail@insurancefornonprofits.org

* An Email Address is used as the Username for log in, as this is universally unigue and easy to remember. The Secondary Email allows the user to

receive system announcements at a second address.

Roster Information

*First Name: Middle Initial: *Last Name:

Ann Shanklin

Important: If your board or committee membership information is not correct, please contact your
system administrator.

A service of Nonprofits

Y
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SUPPORT

Receiving support from the BOARDnetWORK Help Desk can be achieved in one of the following ways:

= Click the “Help” link at the top of your screen and fill out the Support Request form
— Be as specific as you can in the “Support Issue” box.

= Send an email to support@boardnetwork.org.

— Be sure to include a specific description of your problem,
your name and a contact number in case we need to call you.

= Call us at 831-621-6120
Our support team is available Monday through Friday from 8:00 a.m. to 5:00 p.m. PT.

Help & Support

Complete this form to have a BOARDnetWORK Support

B8 User Guide
Representative contact you at the time of your choice, or call

support directly at 831-621-6120.

Support is available from 8:00am to 5:00pm (PT) Monday to Friday.

Fields marked * are required

*My Name: *Company:
Ann Shanklin ~ AMS Test Company
*Email Address:

How would you like to receive your response?

= noemail@insurancefornonprofits.org
® Email O cCall

*Support Issue:

I'm not a robot
reCAPTCHA

Privacy - Terms

SUBMIT REQUEST

r,ea A service of Nonprofits
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SUPPORT

Handling Lost or Forgotten Passwords
If you’ve lost for forgotten your password, you have several options:

= On the BOARDNnetWORK Home Page, click the “Forgotten Password?” link.
- Enter your username (your email address)
— The system will send you a new temporary password via email.

= Click the “Contact BOARDnetWORK Support” link and fill out the support request form

=  Contact any of your BOARDnetWORK administrators, who can reset your account and
issue a new, temporary password.

— The names of your administrators should have been provided to you by your nonprofit.

Our support team is available Monday through Friday from 8:00 a.m. to 5:00 p.m. PT.

[/]

)
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FREQUENTLY ASKED QUESTIONS

What are the minimum system requirements to run BOARDnetWORK?

BROWSER

= Chrome—The two latest, released versions
(The BOARDNnetWORK Platform is optimized for best viewing on Google Chrome.)

= Firefox —The two latest, released versions
= Microsoft Edge—The latest two versions of the new Microsoft Edge (Chromium-based)

= Safari—The two latest released versions on macOS (as specified in the OS section below)

OPERATING SYTEM
=  Windows and Windows Server—The two latest released versions

= macOS—The two latest major versions

PROGRAMS
= Office 365 or Microsoft Office - The two latest released versions

= Adobe Acrobat Reader - The two latest released versions

Why am | not receiving my BOARDnetWORK weekly notifications and
general announcements?

To comply with anti-spam guidelines, BOARDnetWORK uses a modified “return-path” message header
that clearly identifies outbound messages as coming from the BOARDnetWORK domain. It is possible that
your notifications are going to your junk, spam, or quarantine folder because your email software doesn’t
recognize the sender. Be sure to add BOARDnetWORK@secure.boardnetwork.org to your approved
sender list.

My documents are not opening when 1 click the link—what’s wrong?

If nothing happens when you click the link to open a document, it is most likely because you have a
pop-up blocker running inside your browser. The popup blocker must be “told” that it is acceptable for
the BOARDNnetWORK application to launch pop-ups.

Can | get email notifications at my home email address too?

Yes, you can have a second email address for delivery of your BOARDnetWORK announcements.
See “Changing Your Roster Information” on page 13.

How can | sync my calendar meeting and events with Google Docs?

Click the Sync button on your calendar item.

Use the Save As function to save the ICAL file to your desktop or other location.

Open your Google Calendar.

Next to Other Calendars click the drop-down arrow button and select “Import Calendar.”

Click Choose File and select the file you saved from BNW - Open.

o a0k 0N

Select the Google Calendar to which you would like to import your event, then click Import.

r,ea A service of Nonprofits
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