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Transforming meetings
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Multi device and browser compatible

Shared notes and annotations
for content review

Unlimited repository for minutes
and documents

In-app messenger for boards and
internal teams

Built-in eSignatures, votes,
and surveys

Task management and
smart notifications

Annotations Created
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Navigating OnBoard | Logging In

- Access from a computer/laptop: « Access from a mobile device:

https://app.onboardmeetings.com launch “OnBoard Meetings” App .
(available from respective mobile stores)

OnBoard

Signin Trust This Device?

npalettas@passageways.com

Create Password [Sn—

ur temporary password and create a new password for your
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https://app.onboardmeetings.com/

Navigating OnBoard | Enable SMS for Two Factor Login

Add Your SMS Number

Enter the SMS number you would like to receive two-factor
authentication verification codes.

SMS Number

Cancel Add SMS Number

Two-Factor Destination ‘4

Two-Factor Authentication is enabled. Select where you want to
receive your code.

]Wa”””'””ngs,corﬂ

Select your Profile icon from the main navigation;
Tap on Settings;
Follow steps to set up your cell number;

Select how you would like to receive your code.

Wed Apr 28 St ¢ 86% @m)
X Boilermakers |
Jenni Washington
jwashington@onboardmeetings.com
SET'HNGS9 Wed Apr 28 2 B L 86% @m)
Settings < Boilermakers Settings
Help Email Notifications

Enable Touch ID

«©
©

Two-Factor Destination (4

Change Organization
Use Access PIN

Sign Out Set Access PIN

Enable Two Factor Authentication
jwashington@onboardmeetings.com

Two Factor Phone Number e
Reverse Calendar Order Email:

Stored Offline Data
SMS Number:

Auto-Download over Cellular Data

While using OnBoard, your nearest meetings' books will be automatiel
up-to-date and prepared for offling
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Navigating OnBoard | Accessing Meetings

ED Today Meeting List

< May o021+ >

Su Mo Tu We Th F Sa May 2021

< Back [Sample] Board Meeting

Meeting Details Analytics

1
2 3 4 5 7 8 1:00 PM to 4:00 PM EDT e
. 6th [Sample] Board Meeting
May 4628 Montgomery Blvd NW, Calgary, AB T38 0K

g 10 11 12 13 14 15

M B joinRemote @ Group

[Sample] Board Meeting
May 06, 2021 1:00 PM to 4:00 PM EDT

30 31 June 2021

£:00 AM to 7:00 AM EDT
24th [Sample] Audit Committee Meeting
Jun Wirtus

Filter Meetings by Groups ~

scted: All Groups
L L] W Join Remote ® Group

Uncheck All

Audit Committee

Board of Directors

H 4628 Montgomery Blvd NW, Calgary, AB T38 OK7
.
0 B4 Join Remote
7 Invitees - Board of Directors
ﬁ g [ n o 2 g
i > > AP
. ‘ wy “F «»r A
. Jenni Amber  Antonia Dana Gilbert Glen Marshall Al

B Open Book ﬁ RSVP to Meeting a Downloac!s
Agenda

l.  Select Calendar icon from main navigation;

2. Choose a meeting in the list;

3. Select “Open Book” to view the meeting materials;
4

. Download and Print the materials.

19 Sections & 13 Documents, 165 minutes Expand All

12:23 PM ED
1. Call to Order

Il. Expression of Appreciation for Retiring Director

lll.  Consent Agenda

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved.



Navigating OnBoard | Viewing Meeting Book (web

Agenda

Exit book [ View or Annotate ] I View Comments ]
~ ¥ ‘I b 'L'
[]:] @ 150% v @ @ @ E:.;. View Annotate | Search }'-’ Q l:l_l [ ]

{ Meeting Details

Annotation summary view

Annotations Invitees

Expand [Collapse Agenda i

Table of Contents

Expand All

9:00 - 9:10 AM EDT (10 min)
Call to Order

o

9:10 - 9:45 AM EDT (35 min)
Consent Agenda

&
h [Sample] 2. Consent Agenda

o
&

Jump to document

Download document

Expression of Appreciation for Retiring
Director

B. Employee Benefit Plans Name Change

174

o

oA A BT
Annotation mark-up tools

[Sample] Board Meeting
372 W Ontario St #303, Chicago, IL 60654
May 2, 2022 9:00 AM EDT

Full screen

Hide agenda
' Table of Contents
I. Call to 0rder2

LR T Ty == T T S - )
A. Expression of Appreciation for Retiring Director v
B. Employee Benefit Plans Name Change
C. Appointment of Treasurer Jump to section/document

L, AP PIOVAl OF IMINMUEES.. oo ieececciisennnsnnaereaeraseasaassnsnnannnnannaasraesssaasonsnnannnaaneeasrasssssrmseed

IV. Review of Quarterly Operating Results..........ccccnirveiiciiniiisinniss e 8
A. FINancial REPOI....... e eeecccrer s e s rsme s s s sms e ns s s e me s s sme s s s s e me s msme s s s sme e mnned
B. Declaration of Quarter Dividend............ 12

. Operation Update............cooevvremieness (1 )729 > 1 I

.

Navigate pages

Hide/show notes

N

My Annotations &

A. Approval of New Technology Platform

V]
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Navigating OnBoard | Viewing Meeting Book (app)

Return to Meeting
Details Page

Toggle Full Screen Page View Options ]

4

Collapse All e

10:43 AM  Mon Apr § ThinE

Agenda m Close Book

Q, Search Agenda and Files Search

1

3 Attendees - BA

s @G>

\

GEOTEK SAMPLE Board Meeting
Apr 20, 2021 10:30 AM - 2:30 PM CDT

Table of Contents

Annotation

5 4

1. Affirmning owr Purpose.......... - ]
A, Granito; Wowwmwmvmhrnltw 2
&E‘EOTEJ( To provics quality Abonglass products that delver BShig CEalomer 2
‘ Table °f Contents C. Relationships: Personal of MM mdauu 2
N, Revierwing Progross and Plans. 2
A CEQ Briating 2
I. | Affirming our Purpose b b S
ul, Emmﬂnsvm!w Geowth 4
5 Granite: We grow companies to w. c':.ff,‘:?..'.‘,.,“.;‘?ﬁ’s‘;.;‘m”“ AT AR A s
" create value for all stakeholders. A SARS/Stock Ww—wmm 5
V. Ensuring 100 Year Sustainabity.... 3 k]
A Impact Raport . .38
. i i v, wmmsawﬂm Pm:l-:m 85
B. GEOTEK. To provide qualﬂy_ o soeshein 5
fiberglass products that deliver B. Prios hesting Mirwtes |
lasting customer value. 1. Fobruary 16, 2021 general sossion 85
€. Currord Mosting Efectiversss [fubure mestng lood] 89
D Neod Meesng Preview: ....B9
i I 1. Baand Posting, May 18, 2021... 5
c. Relatloqsh!ps, Personal or 2 ol Diys o
professional update. 8. Loacursiy Day - Turecay, May 10, 2001 ol
§ b. Stakeholder Day , My 28, 2021 ... B
= [ Expand Section(s) ] % Board Cat. Tuesday, Juna 15, 10,00 am to Noon 89
Il. = Reviewing Progress and Plans Executve Sesson 89
1. Fabuary 18, M1m;mmm ... B9
A, CEO Briefing o
Presenters - Ben Wiltsie
031621 President Report :
h Annotation / Mark-up Tools
CFO Briefing % .
* Presenters - Ken McDonald
B @ = My Annotations ~

Agenda Summary Messenger Free Text, Sticky Note, Highlighter, Draw

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved.




Navigating OnBoard | Viewing & Annotating Materials

o 9 e 9 e e oAIJPOintmentofnew O
o
o

_ _ eecveeo
Committee _Chalr: 'YX X
[ N

E | A A E T ﬁ ecil Harvey has been appointed to
- e chair the Compensation Committee) | Custom
Mr. Harvey is a 24-vear veteran of ®

thefine 3@ @ & @ -Mr Opacity
Harvey .c.veo s e o of the

Carnegie M of Natural History,
of Texas and a Master's degree in economics from the Unive

17 new members contributing 52,250

e44t contributing $6,765.0 '

1. Highlighter Tool — Highlight blocks of texts in many color
options.

2. Underline - emphasize text with an underline. eua|ua and he or she should not be pre

) . ) ) ) by th rd. Where an mdependent SEI"u"I Operations update  integration timeline?
3. Squiggly Underline — emphasize text with a squiggly Director sh . A. Approval of new Technology Platform
underline. [ Jenni Washington '

. . Canwe get a copy of the last
4. Sticky Note Tool — Drop a pin anywhere on your page and evaluation?

type reference notes off to the side.

Litigation Update @ Cases Litigated

20:

2008 2009 zum 2011 2012 J 2013 zom 2015 2016 2017

20

5. Free-Text Block Tool — Click + drag a textbox and begin
typing directly on the page.

6. Free-hand Pen Tool — Write/Draw directly on the page.

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved. 8



Navigating OnBoard | Accessing Resources

—
°

Wed Apr 28 fTCT73% @)

Select Resources icon from navigation;

Resources 2. Tap ona primary folder;
Q Search 3. Choose a subfolder;
e 4. Select a document to view.
1: Board
10 Items - Updated 1/29/21 Wed Apr 28 Wed Apr 28 w73 )
1: Board Book 2 M ~
< Resources 1: Board <1 Boar ooks Q& O N
T
2: Strategy e Board Packet GTK 2020 - 09 S
oart acke - e
10 Items - Updated 1/29/21 Books Updated 4/6/21 P ¢
15 Items - Updated 4/6/21 ()
Q
] Board Packet GTK 2020 - 10 Oct
E 3: Stakeholders lend a Updated 4/6/21
10 Items - Updated 1/29/21 Calendars
1Item - Updated 1/25/21
Q Board Packet GTK 2020 - 11 Nov
Updated 4/6/21
4: Sustainability T ——— =] Boa rd Of D H H
irectors Posting
10 ltems - Updated 2/21/21 2 Items - Updated 3/25/21

gy oo s o 2020 1200 March 2021

@)
v

OnBoard Help Resources | Board Members
8 Items - Updated 4/6/21

(@)
Y

a Board Packet GTK 2021 - 01 Jan
Updated 4/6/21

~
-

-

,
a

e

Board Packet GTK 2021 - 02 Feb

Updated 4/6/21
o PAGE 1

& Board Packet GTK 2021 - 03 Mar

Updated 4/6/21 i
pdated 4/6/ My Annotations A~

OnBoard | ©2022 Passageways, Inc. Confidential. All rights relerved. 9




Appendix: Advanced Features

\ Shared Annotations
/ Messenger

Approvals

Surveys
eSignatures

Tasks

OnBoard | ©2021 Passageways, Inc. Confidential. All rights reserved.



Navigating OnBoard | Sharing Annotations

1:55 PM Wed Apr 28 NDCT77% @)
Annotations slect S, | Q () Close Book The annotation summary tab while
Q Search Annotations ‘ viewing the board book allows you to
Cancel Share Annotation Select All

Table of Contents Page 1 Q Search Members See q ||St Of YOUI’ GnnOthlonS.
Dra 'ng ilbert Alvarado H
R @ — 9 Annotations you have created are
Page 1 Amber Banks . .

Glen Back private by default. You can selectively

I. Call to Order Pages 2 -5
People’s Trust Antoniaovie share with other users who have
Updated on 10/29/19 (ON Dana Gray .
Page 5 Mrshal Reeves access to the same meeting, and they
Call to Order Jen Washington v can share their annotations with you.
Updated on 2/25/20 @0
Page 5 4

lll. Consent Agenda Pages 6 - 10 \ . . .
In coordination with the Associ... Q All ANNOtations g yours and ones shared with you ]‘ NGVlthe to the annotation SummCIry view,
Updated on 6/1/20 .9 .
Page 6 Shared ANMOLALONS. eee]  only those shared ith you Select one or more annotations to share;
ask about this 2 . .
Updated on 9/4/19 @0 My AnnotationS ~ gee==|  only ones you have created Choose people you would like to share Wlth;
Page 6

Click ‘Start Sharing’;

SN NI AREN

I Quorum: Five of Six Bgard me... Hide Annotations s all are hidden from view
Lindatad nn R/1/1Q 1 r.\‘;
= o my Annotations ~E) @ o Control which annotations (if any) you see.

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved. 1




Navigating OnBoard | Voting on Approvals

X Approvals Surveys eSignatures

OnBoard

Open

{@ Dashboard

[¥] cCalendar

Mo Close Date
You have not yet submitted your vote

Actions

Questionnaires [Sample] Approval of Board Meeting Minutes

[Sample] Approval of Board Meeting Minutes

March 5, 2021 2:30 PM

Please review the attached meeting minutes and cast your vote accordingly.

Eﬁ Meeting Minutes e

Discussion 1 Comments
Approval Opened

View Discussion > e
Cast Vote e

Yes No Abstain

1. Select Actions from the main navigation;
2. Choose Approvals at the top of the page;

3. Select the open approval from the list.

4. Click Document Name to view related materials.
5. Click Comments area to participate in Discussion

6. Click Yes/No/Abstain to cast your vote.

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved.



Navigating OnBoard | Responding to Surveys

X

OnBoard

@ Dashboard

] calendar

Actions

Approvals Qurveys eSignatures Que

Open

[Sample] Board Evaluation Survey
No Close Date e
You have not taken this survey

< Action List

| o
[Sample] Board Evaluation Survey

This survey is open and accepting responses.

[Sample] Board Evaluation Survey
March 5, 2021 2:34 PM

The board has insured that the organization also has a one-year operational

or business plan.

Survey Questions

Take Survey
6 Questions

You last submitted a response on April 23, 2021 11:30 AM

[Sample] Board Evaluation Survey Q @

6 Questions

Last Update March 5, 2021 2:34 PM

1. Our organization has a three to five-year strategic plan or a set of

e clear long range goals and priorities. ~
Required

0 1 2 3 4 5 6 7

8 9 10

1. Select Actions from main navigation;
. Choose the Surveys tab;
. Select survey from the list;

2
3
4. Click Take Survey dfter reviewing details;
5. Answer questions;

6

. Submit when finished.

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved.



Navigating OnBoard | eSigning Documents

X Approvals Surveys

OnBoard

Open

@ Dashboard

[Sample] Amendment to the Bylaws

No Close Date
You have submitted this eSignature

[ calendar

Actions

This eSignature is open and accepting signatures.

[Sample] Amendment to the Bylaws

March 5, 2021 2:42 PM
Please review the document and sign on the indicated locations.

E [Sample] Cert of Amendm...

4 Sign Document

View eSignature Progress
0 of 1 signers have responded

eSignatures Quest

2 Signature request remaining in document Next I

Sign
(Seal & Signature) Matt Holmes - Date
Name:

Designation:

T Sjgn Document Clear

Cancel Sign Document

Select Actions from main
navigation;

Choose the eSignatures tab;

Save signature to profile

Select the open eSignature;

Click Sign Document after
reviewing details;

Use the Next button to locate
each signature block;

Click/Tap the block;

Write name or apply saved
signature and click Sign

Document OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved. 14



Navigating OnBoard | Sending Messages

% ¢ 55% @)
X Messages Compose
OnBoard OL Sl Gl e < Conversations Gilbert Alvarado
@ Dashboard Topic: New Website Review 9/16/20
) . Type Message Send!
Please check out the final WIP of our new website
[l calendar
Board of Directors 6/14/20 6
Actions Hi there! The board book has been updated with two
A o Hi Gilbert! Welcome to the organization.
1 Notifications Governing Council 8/20/20
Resources = !
I & Pancal o Slart Cannarsation 1. Select Messenger from navigation;
y 1 2. Click to Compose (or select an existing
essenger Members Groups \ .
message thread);
sk Choose Groupsor ~ ShowAll 3. Select asingle user, multiple users, or
Individual Users an entire group.
I
87 profile & Settings Glibert Alvarado e V) 4. Click Start Conversation;
1 Select Recipients 5. Type your text into the message bar

Amber Banks and click the Send icon.

Glen Black

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved.



Navigating OnBoard | Creating & Managing Tasks

Task Name
Date Created ¥ New Task
Due Date & Time
{ 1 -
Description
B I YU ¢ = =
' Status
No Tasks Assigned to You New v
Priority
Normal Priority -
Delete Task
Task Documents 2
O Files Add Document
@© Open in Full Screen Drop files here
doc, pdf, powerpoint, excel
Assignees ~
1.  Select Tasks from main navigation; Add Assignees
2. Click the Create New Task button; Viewers < A
3. Complete the Task Details; Add Viwers
Linked Meetings o ~
Add Meetings

OnBoard | ©2022 Passageways, Inc. Confidential. All rights reserved.



Ol 2
OnBoard

Contact & Help

Jenni Washington, MBA
Manager, Digital Customer Experience
success@onboardmeetings.com

Technical Support: (765) 535-1880, option 1
help@onboardmeetings.com

Online knowledgebase
onboardmeetings.com



mailto:success@onboardmeetings.com
mailto:help@onboardmeetings.com
https://help.passageways.com/
https://onboardmeetings.com/
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