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Monday.com Set Up Guide for Advisory Committee Members

Step 1: Check your email for an invitation to collaborate on your Advisory Committee Public
Board on Monday.com. The email will likely come from your Support Specialist but may come from
someone else at the Commission. Please open this email and accept the invitation to collaborate by
clicking on “Accept Invitation” in green. If you do not receive this email, check your spam folder.

{ Gmail Q  search mall

Pilar Velasquez McLaughlin has invited you to collaborate on NC Public Board Inbox x & 2

Pilar Velasquez McLaughlin <notifications @monday. com> Uneubeciib 159 PM (0 minutes age) 3§ €

Impaortant tome ~

Blats #. mondaycn

Categories

Pilar Velasquez McLaughlin invited you to collaborate on
"NC Public Board" in monday.com

monday.com is the Work OS that powers teams to run projects and workflows with confidence

Accept Invitation

Your Account's URL:

us-commission-on-civil-rights. monday.com

Your Login Email:

i i i Sl e

Step 2: Set up your Monday.com account. Once you accept the invitation, a new window will open
prompting you to join the Commission’s account on Monday.com. Complete your account set up by
entering your full name and creating a secure password. Agree to the Terms of Service and Privacy Policy
and click “Continue.”

C @ us-commission-on-civil-rights.monday.com/users/ Vaccept?invitation_token=SifUNvSKVGIYby_aSrCI&utm_campaign=invite+users#signupFormAboveThe.. o % % (@ (Update :

Join U.S. Commission on Civil
Rights's Account

Complete your details

Full Name

Pilar Velasquez e ;’

Password

seansssanase
Password is okay

| agree to the Terms of Service and Privacy Policy

Work better together.
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Step 3: Follow the prompts to continue the account set up process.

From the first drop-down menu, choose “Team Member” as your roll.

Let's create the best experience for you

Let us know a bit more so we can help you get started

I'm a chcose your role

Business Owner
Teamn Leader
Team Member
Freelancer

Diractor / C- aval / VP

Continue

From the next drop-down menu, select “Other Things” and click “Done.”

Let's create the best experience for you
Let us know a bit more so we can help you get started

I'm a Team Member, | want to manage

l Start typing here...

wuliRuuLLIvT
Sales & CRM
IT

Legal

B Other Things Continue

Done
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From the next drop-down menu, select “500+” and click “Continue.”

Let's create the best experience for you

Let us know a bit more so we can help you get started

I'm a Team Member, | want to manage

Other Things and | work with choose size

16-25

team members. P
51-100
101-500

500+

Continue

Upload a photo and click “Next.” This step is optional, but a photo would help Commission staff in
getting to know new advisory committee members.

Upload profile picture

Working together is nicer that way

@® Upload image

or

f Use Facebook picture

Il do it later
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Watch the “Welcome to Monday.com” YouTube video (optional).

Welcome to monday.com

The Work OS that helps you get more organized, manage your workload, and
communicate with your team and clients
You are a guest in this account and have limited capabilities.

| o e e e
R s
| s vy e
| [P —
o by et s e

B ) o0o/en @ o Youlube 3] T3

Get started

You should now have access to your Advisory Committee Public Board and the “Orientation for
Advisory Committee Members.”

@ > =g North Carolina PublicBoard © ~ Lastseen @ 2 Invite/27  PowerUps
EE For North Carolina Member Project Management, Workflow, and Planning with DFO and SS. See Mare
a ) Main Table + 3 Integrate > Automate ~
(=] Qsearch (i) Person 7 Filter ~ I Sort & Hide +es
v Orientation for Advisory Committee Members
Item I Status Date Completed Orientation Documents +
Sample Qrientation Video
+Add Item
> Meeting Records - FY22 Status Documents
10 e I rErra

<+ Add new group

Q-oomow
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Step 4: Watch the Orientation. Click “Orientation Video.” This will open to YouTube.

@ > o8 North Carolina Public Board © ~2 Lastseen @ 2 Invitef27 | Powerlps
Eg For North Carolina Member Project Management, Workflow, and Planning with DFO and $5. See More
A (2 Main Table + Xy Integrate £ Automate ~
[=) Qgearch @ Person ¥/ Filter ~ [T Sort & Hide  «se

~ Orientation for Advisory Committee Members

Itemn Il Status Date Completed https:/fyoutu.be/zF6gesyt4BA Documents +
- Sample Orientation Video
+ Add Item
> Meeting Records - FY22 Status Documents
10ltems i i @

o + Add new group
c+
?

Step 5: Certify that you watched the orientation. Once you watched the orientation, in the row with
your name, click the box in the “Status” column and change the status to “Done.”

9 K =8 North Carolina Public Board © ~r lastseen @ 2, invite/27 | PowerUps
8g For North Carolina Member Project Management, Warkflow, and Planning with DFO and SS. See More
Q (2 Main Table + £y Integrate <F Automate ~
=) Q search (@ Person Y/ Filter ~ I Sort < Hide

v Orientation for Advisory Commitiee Members

Item <) Status Date Completed Qrientation Documents +
Sample ® Orientation Video
+Add Item
> Meeting Records - FY22 Status Documents
10 lterns * @

@ + Add new group
c+
?
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Step 6: Insert the date completed. In the row with your name, click the box under “Date Completed”
and using the drop-down calendar, select the date you watched the orientation.

o o5 North Carolina Public Board © ~ Lestseen @ 8 Invite /27 | PowerUps

o For Nerth Carolina Member Project Management, Workflow, and Planning with DFO and SS. See Mare
a () Main Table + <) Integrate €% Automate -
= Q search @) Person Y Filter ~ IT Sort & Hide
v Orientation for Advisory Committee Members
Item I Status Date Completed Orientation Documents —+
Sample Aug 12 Orientation Video
+ Add ltem
@
I oday
&« August 2022 - -
> Meeting Records - FY22 Statug Documents
Me Tu We Th ot 3 Su .
10 tems 1 @
1 2 3 4 5 & 7
+ Add new group 8 a9 10 M e 19 14
o
c* 1% 16 17 18 19 20 21
22 23 24 25 26 27 28
? 29 30 3

Add time

Thank you for accepting the Monday.com invitation and for watching the Orientation!



