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Transforming meetings
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In-app messenger for boards and 
internal teams

Task management and  
smart notifications

Built-in eSignatures, votes, 
and surveys

Shared notes and annotations 
for content review

Unlimited repository for minutes 
and documents

Multi device and browser compatible
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Navigating OnBoard | Logging In

• Access from a computer/laptop:
https://app.onboardmeetings.com
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• Access from a mobile device:
launch “OnBoard Meetings” App
(available from respective mobile stores)

https://app.onboardmeetings.com/
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Navigating OnBoard | Enable SMS for Two Factor Login
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1. Select your Profile icon from the main navigation;

2. Tap on Settings;

3. Follow steps to set up your cell number;

4. Select how you would like to receive your code.
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Navigating OnBoard | Accessing Meetings

1. 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.
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Navigating OnBoard | Viewing Meeting Book (web)
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Navigating OnBoard | Viewing Meeting Book (app)
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Navigating OnBoard | Viewing & Annotating Materials

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

2. Underline – emphasize text with an underline.

3. Squiggly Underline – emphasize text with a squiggly 
underline.

4. Sticky Note Tool – Drop a pin anywhere on your page and 
type reference notes off to the side.

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.
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Navigating OnBoard | Accessing Resources
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1. Select Resources icon from navigation;
2. Tap on a primary folder; 
3. Choose a subfolder;
4. Select a document to view.
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Appendix: Advanced Features

Shared Annotations

Messenger

Approvals

Surveys

eSignatures

Tasks
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Navigating OnBoard | Sharing Annotations

1. Navigate to the annotation summary view;

2. Select one or more annotations to share;

3. Choose people you would like to share with;

4. Click ‘Start Sharing’;

5. Control which annotations (if any) you see.

The annotation summary tab while 
viewing the board book allows you to 
see a list of your annotations. 

Annotations you have created are 
private by default. You can selectively 
share with other users who have 
access to the same meeting, and they 
can share their annotations with you.
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Navigating OnBoard | Voting on Approvals

1. Select Actions from the main navigation;

2. Choose Approvals at the top of the page;

3. Select the open approval from the list. 
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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. 
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1. Select Actions from main navigation;
2. Choose the Surveys tab; 
3. Select survey from the list;
4. Click Take Survey after reviewing details;
5. Answer questions;
6. Submit when finished.
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Navigating OnBoard | Responding to Surveys
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Navigating OnBoard | eSigning Documents
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1. Select Actions from main 
navigation;

2. Choose the eSignatures tab; 
3. Select the open eSignature;
4. Click Sign Document after 

reviewing details;
5. Use the Next button to locate 

each signature block;
6. Click/Tap the block;
7. Write name or apply saved 

signature and click Sign 
Document.
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Navigating OnBoard | Sending Messages

1. Select Messenger from navigation;
2. Click to Compose (or select an existing 

message thread); 
3. Select a single user, multiple users, or 

an entire group;
4. Click Start Conversation;
5. Type your text into the message bar 

and click the Send icon.
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1. Select Tasks from main navigation;
2. Click the Create New Task button; 
3. Complete the Task Details;

Navigating OnBoard | Creating & Managing Tasks



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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