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11 BoBoards for Android — Updards for Android — Updaating the appting the app

In order to maintain the maximum level of signature Diligent security, it is critical to use the latest version of
Diligent Boards. This page describes how to enable automatic app updates to ensure that you are always up to
date, and also lists the steps for manual app updating.

Enabling automatic updates (Recommended)

1 Open the Google Play Store on your device.

2 At the top right of the screen, select the profile icon.

3 Select Manage apps & device.

4 Select Manage > Diligent Boards.

5 Select the icon with three dots to reveal more options..

6 Enable the Enable auto update option. This option ensures that your device will download updates to Diligent
Boards as soon as they are available, without any further action on your part.

Updating Diligent Boards manually

1 To update Diligent Boards manually, open the Google Play Store.

2 At the top right of the screen, select the profile icon.

3 Select Manage apps & device.

4 Locate Diligent Boards in the list, or find it using the search function.

5 Select Update.

Note: If Diligent Boards does not appear in the list, or does not have an "Update" option available, you are
already using the latest version of the app and do not need to update.
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22 BoBoards for Android — Instards for Android — Installing the applicaalling the applicationtion

Installing Diligent Boards from the Google Play Store on your Android device requires a Google account. If your
Android device was issued by your organization and you are not authorized to install applications on it, please
contact your site administrator for assistance.

1 To access the Google Play Store, select your device’s Apps button: or to bring up an alphabetical list of all
apps installed on your device.

2 Select the Play Store icon. You may have to swipe through your apps list to find it.

Note: You must have a Google account to download apps from the Play Store, and you may be prompted to enter
your Google account credentials upon launch. If you do not have a Google account, follow the link to create one
upon opening the Play Store.
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Tip: If you have an existing Google account, but do not remember the password, click here for Google’s self-
service password reset website.

3 In the search field, start typing the keywords Diligent Boards.

4 A list of results will automatically appear. Select Diligent Boards when it appears in this list.

5 Select the Diligent Boards tile.

Note: If you created a new Google account and the application did not download automatically, repeat steps 1
through 5, and sign in with your new Google account.

6 Select the Install button. If prompted, select Accept on the alert that pops up.
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33 BoBoards for Android — Wards for Android — Welelcome, let’s get stcome, let’s get started!arted!

1 Select your device’s Apps button to bring up an alphabetical list of all apps installed on your device. If
installation was successful, the Diligent Boards icon will be on the list; you may have to swipe left or right through
the list to see more of it. Select the Diligent Boards icon.

2 The first time you launch the application, you will need to enter the site name for your company. Select the Site
Name field and enter the address that was provided to you by your Customer Success Manager.

3 Select Continue to proceed to the sign-in screen.

4 Enter the user name and the case-sensitive password provided to you.
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5 Select Sign In.

Note: If you get a notice that your account has not been authorized, call the number listed in the notification.

6 If signing in for the first time, you may be prompted to set up your Security Questions.

Note: Security questions are used for identification purposes and may be required in the event of a password
reset. This dialogue window will appear upon sign-in until all questions on file have been recorded.

7 Select a Select a security question field to display a list of available questions from which to choose.
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8 Once you’ve selected a question, type your answer in the field below it.

9 Select Save.
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10 Once you’ve provided answers to all Security Questions, select the Save button to save your questions and
responses. If you select Not now, any responses you’ve entered will not be saved.
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44 BoBoards for Android — Aards for Android — Activctivaating fingerprintting fingerprint

aauthenticauthenticationtion

When fingerprint authentication is enabled, you can sign in to Diligent Boards using just your fingerprint (on
supported devices and operating systems).

Note: Fingerprint authentication must be enabled by your Customer Success Manager. Your device must also
have a fingerprint reader and you must have a fingerprint added in your device settings. Instructions on how to
add a fingerprint differ by device.

1 The first time you sign in to Diligent Boards after your administrator enables fingerprint authentication for your
site, you will be presented with your fingerprint authentication activation options.

Note: If you are on multiple boards, fingerprint authentication must be enabled by Diligent for every board on
which you sit in order to be available to you as an option.

2 To enable this feature, hold your finger to the sensor on your device. Upon confirmation that your fingerprint
matches one stored on your device, you will be taken to your default home screen. You will now be able to use
fingerprint authentication to sign in to Diligent Boards in the future.

Note: After three unsuccessful confirmation attempts, you will be taken to your default home screen and
fingerprint authentication will not be activated. You will be able to attempt to activate fingerprint authentication
again on your next sign-in.

Note: For security purposes, this feature is not recommended for use on shared devices. Your Diligent Boards
credentials will be associated with all fingerprints stored on your device, and other device users may be able to
access your Diligent Boards materials.

3 Choosing Maybe Later from the activation screen will bring you to your default home screen. You will be
prompted again the next time you sign in.

4 Choosing Disable from the activation screen will bring you to your default home screen, and you will not be
prompted to activate this again.
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5 If you would like to activate fingerprint authentication after choosing Disable, select the Crossed-Out
Fingerprint icon on the Diligent Boards sign-in screen, enter your credentials, sign in, and follow step 2.
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55 BoBoards for Android — Using fingerprintards for Android — Using fingerprint

aauthenticauthenticationtion

Once fingerprint authentication is enabled and configured, you’re ready to use it to confirm your identity for
Diligent Boards sign-in and other authentication requirements.

1 Select the Diligent Boards icon to open the application as you normally would.

2 At the on-screen prompt, press and hold your fingerprint on your device’s fingerprint sensor. After a second or
two, you will be signed in and ready to use Diligent Boards.
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Note: If you are unable to sign in with a fingerprint, and are not prompted to enable fingerprint authentication
after signing in with a password, contact your administrator or Diligent. This feature may not be enabled for
your board site, your device may not support the technology, or fingerprint authentication may be disabled on
your device.

3 You will be able to use fingerprint authentication to confirm your identity any time you would normally be
prompted to enter your credentials, including session expirations and selecting a different board site.

4 If you are unable to sign in successfully via fingerprint authentication after three attempts, fingerprint
authentication will be disabled and you will be prompted to sign in with your username and password.
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Note: If fingerprint authentication is disabled, you can re-enable it by checking the “crossed-out fingerprint” icon
on the sign-in screen, and following the instructions that subsequently appear.
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66 BoBoards for Android — Alertsards for Android — Alerts

Your board administrator may notify you of important changes or announcements via an alert. This alert will
appear when you sign in or check for updates.

1 When you sign on to your board site, a window titled Important Board Meeting Updates may appear. This
window will contain a message from your board administrator.

2 Select the OK button to dismiss the message. The message will appear the next time you sign in or check for
updates.

3 If you don’t want the current message to appear the next time you sign in or check for updates, select the Don’t
Show Again button.

4 If you’ve dismissed the message, select the Bell icon to make it appear again.
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77 BoBoards for Android — Doards for Android — Downlwnlooad and manaad and manage currentge current

booksbooks

Diligent Boards for Android allows you to manage and sync your Board materials for each board.

1 If you sit on multiple boards, you may be presented with the Board Selector screen. Select a board to open by
selecting its name or logo.

Note: If you do not sit on multiple boards, upon sign-in, you will be taken directly to the Current Books Hub,
which lists your books for all available meeting groups.

2 Before you can view content in a book, you must first download, or sync, the book’s contents to your device.
Select the Sync icon to download the book. You can start reading a book while it syncs in the background.
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Note: Sync times will vary based on the speed of your Internet connection and the amount of content contained
in the book. Since cellular networks have more limited bandwidth and connectivity, it is strongly recommended
to use a Wi-Fi connection whenever possible to reduce your sync times.

3 Diligent Boards for Android will automatically check for updated versions of your books each time you log in.
The book card for New or Updated Books will be labeled accordingly:

4 From the top bar of the app, you can Check for Updates by selecting

5 Open the overflow menu (ellipsis icon) at the top right for the option to Sync all books.

6 Your books are separated by the different meeting groups and committees that you may be a part of. Select the
arrow next to a group or committee name to expand or collapse the list of books that it contains.
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Note: You can also expand or collapse all meeting groups and committees at once by selecting the ellipsis at
the top right of the screen and then selecting “Expand meeting groups” or “Collapse meeting groups.” Groups
that you expand or collapse will remain that way across app sessions, even if you sign out and sign back in.
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88 BoBoards for Android — Using the aards for Android — Using the agendgenda and openinga and opening

a booka book

1 To open a new book to its first page, select the book icon or title.

Note: Books that you’ve previously opened will automatically open to the last page read when selected.

2 To go to the book agenda, select the Go To Agenda icon. If there is no agenda icon, the book does not contain
an agenda tab.

3 To return to the book and location where you were last reading, select the Resume Reading icon in the bottom-
right corner of the screen.

4 Books that contain annotations display an annotation icon on the book card, and books with voting documents
display a voting message. Select those icons (for instance, a sticky note or highlighter icon) to go to the first
relevant page with that content in the book.
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Note: See the Annotations panel and View voting items for more information.
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99 BoBoards for Android — Resetting a bookards for Android — Resetting a book

Individual books can be reset and removed from being stored offline.

1 To remove an individual book from offline storage or delete its annotations, press and hold anywhere on the
book card for several seconds.

2 A menu will appear with options to Reset book or Delete all annotations. Selecting either option will prompt an
alert to confirm your choice.

Note: If there are no associated annotations, you will only see the “Reset book” option. Resetting one or
more books may permanently delete any associated unsynced page markups and may also delete your notes,
depending on your site configuration.
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1010 BoBoards for Android — Tards for Android — The section menuhe section menu

The section menu allows you to access any section of your board site as needed, and hides itself when not in use.

1 Select the section menu icon in the upper-left corner.

2 The section menu will appear. Select your name to edit your account information.

3 If you sit on multiple boards, select My Boards to switch between them.

Note: If you do not sit on multiple boards, the “My Boards” button will not be present.

4 Select Current Books to see your list of active books for current and upcoming meetings.

5 Select Archived Books to see a list of stored books from previous meetings.

6 The Resource Center contains a library of reference documents and governance information.

Note: Selecting any section will automatically close the section menu. If any of the above sections are not
present, they have been disabled by your site administrator.

7 Settings contains a series of options for fine-tuning your board site experience.

8 The Support button displays the list of all regional support numbers.
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1111 BoBoards for Android — Updards for Android — Updaate histte history of a currentory of a current

bookbook

A list of newly added or updated book documents can be viewed in a book’s Update History.

1 An Update History icon will appear within the row of book details in the current bookshelf list, after you have
successfully synced your book update.

Note: An Update History icon will only appear on sync if the book update includes document changes that your
board administrator has chosen to publicize.

2 A number badge will display the number of updates that were made since the last time the book was synced.

3 Selecting the Update History icon will open a list of both new and previously made updates.

3a Each list item will display the details of the updated document, including whether it is a new or revised
document, the date of the change, the tab name, the affected page range, and a public comment from the
administrator, if any.

3b An arrow icon will appear if there is additional comment information. Select the arrow to expand or collapse
the full comment.

3c Previously synced updates will be collapsed at the bottom of the list so that only the sync date is visible. Select
this label to expand this list of updates.
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3d Selecting anywhere on a list item will navigate to that section of the book.

4 To view the Update History in the page view of a book, select the Updates icon that appears in the left-hand
menu while viewing a page.

5 From the Update History navigation panel, you can view all of the updates in the book. List items will remain
highlighted as you navigate through the relevant document.
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1212 BoBoards for Android — Resource Centerards for Android — Resource Center

A library of reference documents and governance information can be found in the Resource Center.

1 To access the Resource Center, select the menu button in the top-left corner of the screen. Select Resource
Center from the menu that appears.

Note: The application will automatically check for recent updates or changes the first time you navigate to the
Resource Center section after signing in.

2 To manually check for updates in the Resource Center, select the Check for Updates icon in the top bar.

3 The Resource Center may contain a collection of offline and online-only items. Online-Only items require an
Internet connection to access them. Offline items can be synced to the device for access at any time.

An online-only folder
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An offline folder

4 Folder cards that contain new or updated items will have a Highlighted Corner.

Note: New or updated items may only be highlighted for a designated period of time.
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5 To sync every offline document in an offline folder, select the Sync arrow on the folder card. This will let you
access those documents while offline.

An unsynced offline folder
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Note: Offline folders may contain online-only documents. These will require an Internet connection to view, even
if the rest of the folder is synced.

6 Select any folder tile to view the folder’s contents. You can look inside offline folders even if you haven’t synced
them.

7 To go back to the last folder you were in, select the Back button.
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8 To see a list of all of the parent folders of the folder you are in, select the Name of the Current Folder at the top
of the screen. Select any folder from the list that appears to return to that folder.

9 New or updated documents will have a Highlighted Corner.

10 To view an individual, unsynced offline document, you must sync it. Select the Sync arrow on the document.
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11 Open the overflow menu (ellipsis icon) for the option to Sync all offline documents in the current folder. Offline
documents in sub folders will also sync.

Note: Selecting “Sync all” while viewing the top-level Resource Center folder will sync every offline document in
the Resource Center.

12 Select on a document to open it. You may be asked to sync.

13 Navigating a Resource Center document is like navigating a book. See Book navigation — Viewing book
contents for more information.
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14 Offline Resource Center documents have full annotation functionality. See the Book Annotations and Notes
section for more information.

Note: Online-only documents cannot be annotated.

15 When you’re done using a Resource Center document, select the Back button.

16 To remove a Resource Center document from your device, tap and hold until the Delete menu appears, and
select Reset item. You can also tap and hold on a folder to remove all items in that folder from your device. You’ll
be able to get any of these documents back later by syncing.
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Note: If you tap and hold offline documents or folders, you’ll also be given the option to remove all annotations
from those items.
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1313 BoBoards for Android — Archived Booksards for Android — Archived Books

Books from prior meetings can be viewed in the Archived Books section. Archived books are not synchronized to
the Android device and require a Wi-Fi or cellular network to be viewed.

1 To access archived books, select the menu button in the top-left corner of the screen. Select Archived Books
from the menu that appears.

2 Select the Check for Updates icon in the top-right corner of the screen to manually check for updates to
Archived Books.

Note: The application automatically checks for recent updates or changes the first time you navigate to the
Archived Books section after sign-in.

3 If annotations were made on a book before it was archived, the Annotations icon will appear. This indicates that
previously made annotations can be viewed. Annotations cannot be added to or updated once a book is archived
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Note: Books can be archived with or without annotations at the discretion of your site’s administrator.

4 To filter which books are displayed, select the Filter icon in the toolbar.

5 Select the filtering options to only display books from certain committees, years and/or months. You can select
more than one option from each category.

6 To reset the filter options currently in use, select Clear All. You can also Clear individual filter categories

7 To hide the Filter window, select anywhere outside of the window.

8 To open an archived book, select anywhere on that book’s card, and navigate just like you would a current book.

Note: Archived Books are displayed from newest to oldest (based on meeting start date) within each committee,
and are sorted alphabetically for same-day meetings.

Note: Archived Books that you’ve previously opened will automatically open to the last page read when selected.
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1414 BoBoards for Android — Book naards for Android — Book navigavigation — Vtion — Viewingiewing

book contentsbook contents

The Page View offers multiple ways to navigate and view the content of a book.

1 The top app bar displays the name of the book and the current section.

2 Selecting the Back Arrow in the top app bar returns you to the Current Books hub.

Note: Selecting your device’s built-in back button will also return you to Current Books.

3 Select the Full Screen icon to hide all of the buttons and bars, viewing only the content on the page.

Select the middle of the screen to display the top title bar and bottom page scroller while in full screen mode. You
can exit full screen mode by selecting the icon in the top status bar again.

Note: You can also swipe down from the top of the screen to view the top status bar while in full screen mode.

Note: You can exit full Screen Mode instantly by selecting your device’s built-in back button.

4 Select the Navigation icon to view an outline of the book’s tab sections. See the Navigation panel for more
information on this and other ways to navigate.

5 Select a blue link to be taken to a referenced section of the book, an external website or another application.

6 Select the left or right sides of the document or swipe left or right to turn pages. Use a “pinch” gesture on the
page view to zoom in or out.

7 To view the book agenda, select the Agenda icon. Select the icon in the same location on the agenda page to
return to the page you were reading.

8 Press and slide your finger on the Page Slider to quickly scroll through pages.

9 To navigate to a specific page, select the Page Number display, type the page number in the field that appears
and select Go.

10 If you see a light Watermark on the page, your administrator has enabled watermarking on your site. You
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cannot disable or change the watermark.
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1515 BoBoards for Android — Book naards for Android — Book navigavigation — Nation — Navigavigationtion

ppanelanel

The Navigation Outline allows you to view and navigate the contents of a book.

1 Select the Navigation icon to open the Navigation Outline.

2 The Navigation Outline displays a list of all the tabs and sub tabs in the book.

2a Selecting a tab or sub tab title will take you to the relevant section of the book.

2b Section titles in the Navigation Outline remain highlighted as you navigate through their corresponding pages.

3 Selecting the arrow icon next to a tab name will expand or collapse the sections in that tab.

4 Select the Expand/Collapse icon to expand or collapse all of the sections in the menu at once.

5 Select the Annotations icon to view an outline of the book’s annotations, if present.

6 Select the Voting icon to view an outline of voting documents, if present.
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Note: When your Android device is in portrait orientation, or if Diligent Boards is using a view that makes it taller
than it is wide, the Navigation Panel will display as a hover menu over part of the page. In this mode, selecting an
item in the Navigation Panel will close the hover menu and take you to the relevant section of the book.

Tip: You can always hide or show the Navigation Panel by selecting the “Navigation” icon.
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1616 BoBoards for Android — Book naards for Android — Book navigavigation — Searchtion — Search

The Search feature makes it easy to find a word or term in the book or document you are currently reading.

1 To find words or phrases in the book, select the Search icon.

Note: Select the Search icon again to close the search menu. Search requires an Internet connection.

2 Select the arrow above the Search field to reveal search options:

• Search all terms shows only documents where all terms appear. If you searched for “My Documents,” this
search would result in a list of documents that only include both the words “My” and “Documents.”

• Search any term shows all documents that contain any one of the words being searched for.

• Search exact phrase shows only documents where the exact phrase being searched for appears.

3 Select the Search field and type in the terms you would like to look for. Select the Search button; the search
itself may take several moments.

Note: If you search for a book or item that has changed since the last time you synced it, you will be asked to
sync it again before the search can begin.

4 Search results will appear in an outline. Select a result to go to that page.

5 Search terms will appear highlighted on the page.

6 Select the arrow by any tab or section name to expand or collapse the search results that appear in that section.

7 Select the Expand/Collapse button to expand or collapse all of the search results.
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1717 BoBoards for Android — Creaards for Android — Creating noting notes andtes and

annoannottaationstions

The Markup Toolbar displays several options to create annotations, including Sticky Notes, Page Markups and
Bookmarks.

1 Select the Annotations icon in the top app bar to open the Markup Toolbar.

2 Select the icon in the upper-right corner to Bookmark the page. This can also be done outside of markup mode
by selecting the upper-right corner of the document.

3 The Sticky Note icon opens a blank note where you can type information using your keyboard.

Tip: You can also tap and hold your finger anywhere on the page to create a note there.

3a When finished typing, select Save.

3b Saved notes appear in the stack of note icons on the right side of the page. Notes that you have created appear
in yellow. Select an icon to view or edit that note. Tap and hold the icon to move it anywhere on the page.
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Tip: If the note time stamp setting is enabled by your administrator, a time stamp indicating the time the note
was created will appear in the corner. This time stamp will update if the note is edited. For private notes that
are later shared, the time stamp will reflect when others could first see the note.

4 Notes that are being shared with you by others appear blue. You can read these notes, but you cannot change
the original note message.

5 The Text Highlighter lets you select specific text to highlight. With the Text Highlighter selected, simply tap and
drag to select the text you’d like to call out.

6 The Freehand Highlighter tool draws a thick translucent line on the page.

7 The Pen tool draws a solid line on the page.

8 When the highlighter or pen tool is selected, selecting the icon a second time displays a panel with options.

8a Select a Color swatch to change the color of the pen or highlighter.

8b The panel for the pen tool also includes Line Thickness options.
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Tip: Creating markups can also be done using a compatible Android stylus pen.

9 Select the Navigate icon to revert to turning pages and zooming without drawing on the page. This effectively
turns off the pen and highlighter tools.

10 The Eraser tool allows you to delete individual pen or highlight markups on the page. When this option is
selected, slide your finger or stylus over any part of the markup line. The entire stroke of the line will be deleted.

Note: The Eraser tool works only with pen and highlight markups. Once a markup has been erased, it cannot be
retrieved.

11 Select the Delete icon for a menu of options to remove all page annotations or markups only.

12 Use the Undo and Redo buttons to go back or forward one step in your markup actions. Undo and Redo apply
to the Highlighters, Pen and Eraser. Once you leave a page, you can no longer undo or redo markups.

13 Select the X icon to close the markup toolbar.
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1818 BoBoards for Android — Annoards for Android — Annottaations ptions panelanel

The Annotations Outline can be used to preview and manage all of the notes in the entire book.

1 Books that contain public or shared annotations, or that contain annotations you have created, will have one of
the following Annotations icons:

: The book contains bookmarks only. : The book contains pen and/or highlighter markups, and possibly
bookmarks. : The book contains private notes, and possibly markups and/or bookmarks. : The book contains
public or shared notes, and possibly any of the above. : The book contains public or shared notes created by
another user. : The book contains a combination of notes created by both the current user and others. The
book may also have bookmarks and/or markups. : Icons with a speech bubble indicate that the book contains
an unread note comment. Select the icon to open the annotations panel.

2 The annotations panel displays the tabs and subtabs that contain annotations, as well as icons indicating what
type of annotations are there. Select a tab to go to it.

Tip: You can switch to the voting or Update History panel, if they are available, by swiping left or right on the
menu.

3 Inside the book, you can reveal another annotations panel by selecting the Annotations Panel icon.

3a Select a Note Preview from the list takes you directly to the page associated with the note and opens the note
on the screen.

4 If a page has been bookmarked or has markups, the relevant icons will appear in the row alongside the
associated page number. Selecting a page row will take you to that document without opening any notes.

5 Select the Refresh icon to sync any recent changes that may have been made to annotations that are being
shared with you, or that you’ve made on other devices.

6 Select the Expand/Collapse icon to expand or collapse all of the sections in the menu at once.

7 Select the ellipsis for options to Hide annotations or Delete all book annotations.
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1919 BoBoards for Android — Sharing noards for Android — Sharing notestes

By default, your notes are private — they can only be seen by you. To make a note visible to anyone else, you must
share it.

1 While creating or editing a note, select the Private icon to access the note sharing menu.

Note: If this icon does not appear, note sharing may have been disabled by your administrator.

2 To share the note with everyone who has access to the page the note is on, select Public to everyone.

3 To choose who specifically should see the note, select Share with select viewers.

Note: If this option isn’t available, it has been disabled by your administrator.

4 If you chose to share with selected viewers, a list of other people who can see the page the note is on will
appear. Select the name of each person with whom you’d like to share the note.

5 Select OK. You may have to confirm your sharing options.
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6 The Viewers icon displays the number of people with whom the note will be shared. If you need to add or remove
viewers from your note, select this icon. The list of viewers will appear again. Follow the above steps to change
who can see the note.

7 To change a shared note to Private or Public to everyone, select the Additional Options icon at the top right of
the sharing menu and select your desired option.
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8 The note will not be shared with your selected viewers until it is saved. Select Share to publish the note and
make it visible to others.

Note: You can also follow these instructions on existing notes to change who can see them, or to make public
and shared notes private again. If the creator of a shared note makes the note private again, they will still be
able to read the comments on the note, but nobody else will.

9 Notes that you share will appear to others in blue. Shared notes appear in all versions of Diligent Boards except
Diligent Boards for Mac.
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2020 BoBoards for Android — Commenting on noards for Android — Commenting on notestes

Note commenting allows you to leave remarks on other people’s shared notes, and to read and respond to
comments others have left on notes you have shared.

1 Books that contain comments that you haven’t yet read display a speech bubble above the annotations icon on
the book card. Select the annotations icon to open the book to the first page that contains new note comments,
with the Annotations Panel open.

Note: If you do not see a note with new comments on the page, select the Tab Notes row for the current tab to
check for new comments on Tab Notes.

2 While viewing a book, select a note with a speech bubble to view new comments.
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3 Comments that you and others have made on a shared note appear above the note text, with the most recent
comment at the top. If there are more comments on the note than are visible, swipe or scroll up and down this list
to see more of them.

4 Select the Expand icon to reveal more of a long comment list at once.

5 While viewing a shared note, select the Add Comment icon at the top left.
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Note: If this option isn’t available, commenting has been disabled by your administrator.

6 Type your comment into the text field.

Note: The maximum comment length is 300 characters.

7 Select the Viewer icon to see a list of everyone who can see this note. They will be able to see your comment
as well.

8 Select Share. Your comment will be added above the note, at the top of the comment thread. The date and time
you created the comment will also appear.

9 To remove your comment, select the ellipsis icon on the right and select Delete comment. No one will be able
to see the comment after it has been deleted. A record of removal will take the place of any deleted comment.

Note: If the creator of the note deletes the note, all comments on the note will be deleted as well. They cannot be
recovered.
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2121 BoBoards for Android — Tards for Android — Tab-level noab-level notestes

Tab-level notes are notes that reference an entire tab, rather than a specific page within the tab. Diligent Boards
for Android displays tab notes created on Diligent Boards OneClick and the Diligent Boards Web Client. It also
converts page notes to tab notes if the page the note is on is removed or replaced.

Note: You cannot create tab notes in Diligent Boards for Android. Tab notes appear, however, if they were
created in Diligent Boards OneClick or the Diligent Boards Web Client, or when the corresponding document to
a sticky note is deleted or replaced.

1 Tabs with tab-level notes contain a row labeled Tab notes on the Annotations Outline. Open the Annotations
Outline to view any available tab notes.

2 Select the Tab notes row that you’d like to view.
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3 Each note within the list displays a limited preview of its contents. Select a tab note in the list to open it on the
page.

4 If you created the note on another platform, you can also edit it, delete it or change sharing permissions.

Note: Public notes shared by other users also appear in the tab note list. Selecting a public tab note opens it on
the screen and allows you to read the contents. You cannot edit or delete another user’s public note.

5 To return to the Annotations Outline, select the Back arrow or the tab title at the top of the Tab notes list.
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2222 BoBoards for Android — Sync annoards for Android — Sync annottaations ations acrosscross

devicesdevices

Annotations created on most devices can be synced across all devices as a background process. A few highlights
are outlined below.

• The Diligent Boards site can be configured by your administrator to back up your annotations. If this setting is
enabled, your annotations will automatically sync to the Diligent Boards servers as a background process.

• Your sticky notes will be available on all devices you use to access Diligent Boards and will automatically
appear in the annotations panel for the relevant page of the book.

• All of your other annotations, including your highlights and pen markups, will be available on any other Android
device, Windows device or iPad you use to access Diligent Boards. They will appear automatically on the relevant
page of the book.

Note: Your Android device will automatically sync any sticky notes created on other devices when you first log
in or any time you use the “Check for Updates” feature.

Note: Highlights made in Diligent Boards OneClick will not sync to other platforms.

• When you manually delete an annotation on any device, it will be permanently deleted from all devices.
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2323 BoBoards for Android — Adding or updards for Android — Adding or updaating ating a

signasignatureture

Digital signatures, which can be used for confirming voting decisions or questionnaire answers, can be updated
directly from the app.

1 Select the menu button in the top-left corner of the screen.

2 Select your name to access your account settings.

3 Select Signature.
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4 The signature preview screen will appear. Select the edit icon next to the Signature preview field to add or update
your digital signature.

Note: If you have a signature on file, it will appear in the Signature preview field. If you do not have a signature
on file, the Signature preview field will be blank.

5 The signature interface will open. Sign your name in this field using your finger or a stylus.
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Note: You can adjust the size of the signature field by pinching to zoom in or out.

6 To choose blue or black “ink” for your signature, select the pen color icon.

7 To clear the signature field and try signing again, select the clear icon.

8 To stop signing and preview your new signature, select the done icon.

9 If you are satisfied with your new signature, select Save Signature. To keep editing your signature, select the
edit icon.

10 If you would like to revert to your original signature without saving any changes, select the back arrow,
then select Continue.
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2424 BoBoards for Android — Vards for Android — View view vooting items and castting items and cast

yyour vour vootete

Books can contain documents that can be voted on, with or without an electronic signature.

1 If a book contains voting documents that need your attention, a green Voting icon will appear on that book tile
in the bookshelf list view. Select the Voting icon to see a voting window containing more information about your
available votes.

2 In the Voting window, select a row to go to the first page of a voting document, which will contain information
to review for the vote.

3 Select Go Vote to go directly to the signature page of the document, if the vote requires signature confirmation.
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Note: If the vote doesn’t require a signature, the “Go Vote” button will direct you to the first page of the voting
document.

4 Select the Voting action button in the lower-right corner of the screen to display a pop-up action menu containing
your voting options.

Tip: The Voting action button will display on every page of a voting document, not just the signature page, so
you can vote while viewing any page.

5 Select an option in the menu to cast your vote. You will be asked to confirm your selection. For signature votes,
your signature line will then be filled in with your signature on file.
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Note: If the vote requires a signature and you don’t have one on file, an alert will appear when you attempt to
cast your vote. Selecting “Yes” on this alert will take you to the “Add Signature” screen. See Adding or updating
a signature for more information.

6 In the confirmation window, you may also see the option to add a comment. Only you and administrator users
will be able to view any comments that you add.
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Note: If you leave a comment, you can review it later via the voting outline.

Note: Casting a vote requires an online connection to Diligent Boards. Voting will not work in offline mode. Once
you cast your vote, you cannot change your decision.
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2525 BoBoards for Android — Vards for Android — Vooting stting staatus and resultus and resultsts

1 Vote status information can be accessed by selecting the status icon for a vote on the voting outline in the page
view.

2 The Status window displays many details of a voting document, including whether the vote requires signature
confirmation, whether it is an anonymous vote, the close date of the vote, how you voted, and the number of
affirmative votes required for the vote to pass.

3 A pie chart displays the current state of the vote. When viewing the pie chart in the voting outline, selecting any
part of it will show the list of voters who voted in that category. For example, if you select the green section of the
chart, a list will show you who voted in the affirmative.
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4 Select the Voter Status button on the voting outline to see more information on vote participants.

Note: To cast a vote, you must be connected to the Internet via Wi-Fi or cellular network. Once you cast your
vote, you cannot change it.

5 The voting status of other board members appears next to each voter’s name. Your voting status will appear at
the top of the list. If you left a comment on a vote, you will be able to review it here as well.

Note: If the vote is an anonymous vote, only your voting status will appear.
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2626 BoBoards for Android — Questionnaires — Manaards for Android — Questionnaires — Managege

questionnairesquestionnaires

Questionnaires allow you to view and respond to surveys where your input is requested. Progress is saved after
every answer, so you can return to the questionnaire and continue at any time.

Video — How to Submit and Respond to a Questionnaire

Youtube

Note: Although this video shows questionnaires on an iPad, the questionnaire interface functions identically
across all devices.

Step-By-Step Instructions

Note: You must have an active Internet connection in order to use questionnaires.

1 To access questionnaires, select the menu button in the top-left corner of the screen. Select Questionnaires
from the menu that appears.
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2 Questionnaires are categorized:

2a Active questionnaires are pending your response.

2b Inactive questionnaires are ones that you have already submitted or that have been closed for submission.

3 Select Check for Updates to make sure you are viewing the most current list of questionnaires.

4 Each questionnaire tile may include the following labels:

4a Start indicates a questionnaire that has yet to be started.

4b Resume indicates that you have started the questionnaire, but have not yet completed it.

4c View indicates that the questionnaire can be viewed but cannot be responded to.
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4d Questionnaire progress is displayed for active questionnaires that have been started but not completed.

4e Each tile will display the date the questionnaire was posted, as well as the close date, which is when all
responses are due.

5 To filter which questionnaires are displayed, select the Filter icon in the toolbar.

6 Select the filtering options to only display questionnaires from certain committees, and to choose how to sort
questionnaires that are displayed.

7 To reset the filter, select Clear All.

8 Select anywhere on a questionnaire’s tile to open it.
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2727 BoBoards for Android — Questionnaires — Respondingards for Android — Questionnaires — Responding

tto a questionnaireo a questionnaire

The Questionnaire Page View makes it easy to provide responses to various question types, and saves your
progress in real time.

Video — How to Submit and Respond to a Questionnaire

Youtube

Note: Although this video shows questionnaires on an iPad, the questionnaire interface functions identically
across all devices.

Step-By-Step Instructions

1 The navigation controls at the bottom of each page may include one or more of the following options:

1a Next Page proceeds to the next page of the questionnaire.

1b Save and Finish Later saves your progress and returns to the questionnaire list.

Note: Your responses are also being saved automatically as you enter them. You do not need to save them
manually with this button.

1c Previous returns to previous pages in the questionnaire.

2 Questions may contain one or more of the following answer fields:

2a A Text Box for typing an answer.

2b A Drop-down menu for selecting from a predefined list of options.

2c Checkboxes or Radio Buttons for selecting one or more options from a list.

3 A Required icon will appear if a question is mandatory. All required questions must be answered before
continuing to the next page.
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4 A header above the page tracks progress as the questionnaire is completed.

5 The final page of the questionnaire is the submission page. Select Submit to submit your final responses.

Note: Once a questionnaire is submitted, its answers cannot be altered or removed. Questionnaires will
automatically be moved to the “Inactive” section once submitted.

6 Some questionnaires may require you to digitally sign the last page before you can submit your answers. To do
this, select Add Signature before selecting the Submit button.
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2828 BoBoards for Android — Mulards for Android — Multittitasking with split screenasking with split screen

viewview

Diligent Boards for Android is split screen-enabled for multitasking capabilities on supported Android devices.
Note that functionality differs across different Android devices and manufacturers, and these instructions may
not apply directly to your device.

1 Enter split screen mode according to your specific device’s functionality. This typically involves pressing and
holding the device button that brings up a list of your open apps.

Note: Consult documentation for your specific device for more information on activating split screen mode.

2 A list of available apps will appear in a split screen view. Scroll up and down (if necessary) to locate the app

|
81 of 107 | Diligent Corporation



you’d like to use, and select it.

Note: Not all apps support split screen. Unsupported apps will have a note preventing them from being opened.

3 Slide the divider bar left or right to change the sizes of your split screen windows. Diligent Boards for Android is
designed to automatically adjust its layout for optimal viewing on different screen sizes and configurations.

4 Begin multitasking with Diligent Boards and your second app.
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2929 BoBoards for Android — Security — Change pards for Android — Security — Change passwasswordord

You can change the password for your Diligent Boards account from the Android application.

1 Open the navigation panel while viewing a book hub (Current Books or Archived Books) and select your name.

2 Select the Change password option from the list.

3 You will be presented with a Change password screen requiring the following:

3a Your current password

3b Your new password

3c Confirm new password

Note: Your new password will require parameters that are set by your company’s security policy. As a general
guide, passwords are typically case sensitive and will require a capital letter, lower-case letter, number, minimum
of eight or more characters and cannot contain your username.

4 Press the Confirm button to create your new password, which can now be used to log into Diligent Boards on
any device.
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3030 BoBoards for Android — Security — Security questionsards for Android — Security — Security questions

Security questions can be managed within the Android application. Security questions are used for identification
purposes and are required for a password reset.

1 Open the navigation panel while viewing a book hub (Current Books or Archived Books), and select your name.

2 Select the Security questions option from the list. A list of question and response fields will appear.

Note: The number of questions required in the list is set by your company’s security policy.

3 Select a Select a security question field to see the list of available questions from which to choose.
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4 Once you select a question, type the answer in the field below it and select Save.

Note: Answers must be at least five characters long, excluding spaces.

5 Previously answered questions will show the selected question and, depending on your site’s settings, the
masked response. These questions can be modified by selecting on the relevant field.

6 Select the Save button to save your questions and responses. If you select Cancel, your responses will not be
saved.
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Note: If your required number of questions on file have not been recorded, the security questions dialogue
window will appear every time you log in.
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3131 BoBoards for Android — Security — Sign outards for Android — Security — Sign out

When finished viewing your materials, it is a best practice to sign out of Diligent Boards for security. This will
require your password to re-enter the application.

1 Select the Additional Options button in the top-right corner of the screen.

2 Select the Sign out option in the list. You will be prompted to confirm that you want to end your session.

3 Select Sign out in the prompt. The application will return to the sign-in screen.
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3232 BoBoards for Android — Settings and personalizaards for Android — Settings and personalizationtion

Settings allow you to customize the application to your precise needs.

Note: General settings are pre-configured to provide an optimal user experience by default. This section
outlines what can be adjusted to further personalize your experience.

1 To access the settings panel, tap the Additional Options button in the top-right corner of the screen, and select
Settings. Then choose from the areas at the top of the screen.

Access Settings

2 Site name shows the name of the Diligent Boards site that you are currently viewing. Changing this setting
requires signing in to the new site.
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3 Always show site name screen determines whether the site name screen appears every time you open Diligent
Boards.

4 Remember username stores your username locally so that you only have to enter your password each time you
sign in.

5 Support region determines the global support number that appears throughout Diligent Boards.

6 Tap the Language option to select the language you would like to use. To have Diligent Boards apply an available
language automatically based on your device language, select Default. You will be prompted to sign into Diligent
Boards again for a language change to take effect.

7 You can also change your password or security questions from Settings. See those respective sections in this
guide for more information.

Application Settings
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8 Auto check for updates tells the application to check for updated material at set intervals. This setting is
enabled by default. Disabling this feature may speed up loading times, but content updates will have to be
checked for manually.

9 The Auto sync current books setting automatically downloads any new content found when a “check for
updates” is made. It is disabled by default.

10 When Dock sidebar in page view is enabled, the page view resizes on larger displays when an outline sidebar
(like the Navigation, Annotations or Voting outline) is open, and the sidebar remains “docked” to the left side of
the page view, rather than covering part of the page.

Note: On smaller display configurations (like phones, smaller tablets or smaller split-screen configurations), an
open sidebar will always cover part of the page, regardless of this setting).

11 Historical timeline sets how many past years of Archived Books are displayed. Use this setting to hide books
that are very out-of-date.
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Advanced Settings

12 Server settings should only be changed by your IT department or under instruction from Diligent.

13 Reset application resets all book data, and should only be used if you are having significant difficulty syncing
or viewing board materials.

Note: Resetting the application requires re-syncing all current books to your device. Depending on your site
configuration, you may also lose all of your notes and annotations.
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3333 BoBoards for Android — Forgoards for Android — Forgot Pt Passwasswordord??

You can reset your password using the Diligent Boards self-service password reset feature.

Note: To use the self-service password reset feature, you will need to have a valid email address on file and to
have answered all of your Security Questions.

1 Tap the Forgot Password link on the sign-in screen of Diligent Boards for Android.

2 The password reset website will open in your Web browser.

3 The steps below outline the self-service password reset sections:

3a Enter your User Name and tap the Next button. A unique security code will be sent to the email address you
have on file. Enter the security code that was sent to your email and tap Next.
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Note: If you do not receive an email from Diligent Boards after completing step 3a, please check the spam
folder of the email service you use. You can repeat step 3a as many times as necessary.

3b Upon entering the security code successfully, the next screen will prompt you to provide the answer to one or
more security questions that you have on file. Please respond to all the questions listed and tap the Next button.

Note: Your security question responses are not case sensitive, but they need to be typed exactly how they were
entered when created. This should include any hyphens or spaces between words.

3c The final screen will prompt you to enter a new password, and confirm it. After successfully creating the new
password, you can return to Diligent Boards for Android and use the new password to log in.
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3434 BoBoards for Android — Getting stards for Android — Getting startedarted

Diligent Boards for Android lets you read board materials, add annotations and carry out important board
functions, all from the Android device of your choosing. Access Current Books, Archived Books, and Resource
Center items, and vote on important board matters and motions. Diligent Boards’ easy-to-use functionality
combines with the versatility of the Android platform to let you access all of your board materials the way you
want to.

Getting Started

A1 Download Diligent Boards for Android from the Google Play Store on your device.

A2 After downloading and opening the app, enter your site name and select Continue.

A3 Enter your user name and password and select Sign In. If prompted, answer your Security Questions and
choose the board you’d like to view.
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Opening Books

B1 If it’s your first time signing into Diligent Boards for Android, select a book icon or card to sync it to your device.
(If you’ve signed in on your Android device before, you’ll only need to sync updated books.)

B2 You can start reading a book as it syncs. Select a book icon to go to its first page, or use the Agenda,
Annotation and Voting icons, if present, to easily locate a specific part of a book.
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Navigating Books

C1 To turn pages, select the right or left side of the page, or swipe horizontally.

C2 Icons to the left access the Navigation, Annotations and Voting Panels. Use these panels to quickly navigate
books via an outline format, clicking the section or page you’d like to go to.

C3 Zoom by pinching on the page view.

C4 To find words or phrases in the book, select the Search icon.

C5 Click the Back button to return to the bookshelf view.

Archived Books and Resource Center

D1 Open the Navigation menu from a top-level book hub (like Current Books) to access other hubs, including
Archived Books and Resource Center items.
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Sync and navigate Archived Books and Resource Center items in the same way as Current Books. Archived Books
cannot be annotated, and some Resource Center items are only available with an internet connection.

Annotations — Markups, Sticky Notes and Bookmarks

E1 Select the Annotations icon to open the Annotations toolbar.

E2 Use the icons across the top to access different annotation tools, including Sticky Notes, Markups (pen and
highligher), and Bookmarks. Eraser and bulk annotation delete tools are available as well.

E3 After selecting the pen or highlighter, select it again for different style options.

E4 Click the Private icon when creating a sticky note for note-sharing options.
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Voting

F1 Use the Voting Panel icon on the left to quickly find voting documents awaiting your attention. Use the links
for each vote to check status or go right to the Signature Page.

F2 Select the voting icon at the lower-right side of a voting document to cast your vote.
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Settings, Security and Support

G1 The top-level Navigation menu lets you access app settings and global support numbers.

G2 Select your name for options to change your password or security questions, or to sign out of Diligent Boards.
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Forgot Password?

H1 Reset your password using the Diligent Boards self-service password reset feature. Click Forgot Password?
on the sign-in screen to begin the process.
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3535 BoBoards for Android — Support numbers bards for Android — Support numbers by regiony region

The support number for each region can be accessed right from the sign-in screen.

1 Select the Global Support Numbers link below the sign-in box.

2 A menu containing a list of the Support Numbers for each region will appear.
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App Setting: A setting is available to change the support number from the Global Support Number to one for
your region. Please reference the “Support Region” description in Settings and personalization.

Note: Global Support Numbers are also available through the left-hand menu in the Current Books and Archived
Books hubs, once you are signed in.
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