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People Directory 
Updates have been made to the add someone feature in the People Directory. Admins can now 
add multiple people in one form to speed up data entry! 

Add someone 
1. Go to People Directory 
2. Click on add someone 

 
      3. Enter Email Address, First Name, Last Name and assign a permission level each user 

 
     4. After you have added your team you will have the option to send the new users a welcome 
invitation or to edit and add more information to each profile. 

 
      5. If you choose to send the invitation a list of users will be displayed that will receive the 
email. You can also add in a custom message with the welcome invite. 
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Settings 
Profile settings and login settings have been combined into one feature. Under the Calendar 
settings there is now an option to sync your Google Calendar or add an iCalendar subscription 
to Outlook, Apple or Google.  

About me  

● First Name 
● Last Name  
● Profile Image 
● Board Role 
● Job Title  
● Company 
● About 

Contact and Social 

● Contact Email Address 
● Contact Phone Number 
● Twitter Profile URL 
● Facebook Profile URL 
● LinkedIn Profile URL 

Personal Info (Private) 

● Address 
● City  
● State 
● Zip 
● Phone 

Login and Password 

● Login Email Address 
● Password 

Calendar 

● Google Calendar 
● iCalendar Subscription 

Settings 

● Email Address for Notifications 
● Meeting Reminders 
● Timezone Settings 
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Calendar Integration 

Sync Google Calendar 
1. Go to Settings 
2. Go to Calendar Tab 
3. Select ‘connect’ to sync Google calendar 

 
      4. Select the calendar you want to sync with your Boardable events 

 
      5. Allow Boardable to sync with your calendar 

 
After you allow access your Google Calendar should now receive all Boardable events! 

2017 October Release     4 



 

iCal Subscription 
If you would like to add your Boardable events to your Outlook or Apple Calendars you can add 
an iCalendar subscription feed. 

 

Outlook 

To add an iCal subscription for Boardable to your Outlook 
1. Copy iCalendar Link 
2. Go to your Outlook calendar 

 
      3. Click on Add Calendar 

 
     4. Select from internet 

 
    5. Paste the iCalendar link into the ‘link to calendar’ field, name your new calendar and save! 
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Apple Calendar 

To add an iCal subscription to you Apple Calendar 
1. Copy iCalendar link 
2. Go to your Apple Calendar 

 
      3. Go to File and select ‘New Calendar Subscription’ 

 
      4. Paste in the iCal subscription link from Boardable in the Calendar URL field and 
subscribe. 

 
     5. Give your new Boardable subscription a name and set your calendar preferences! 
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Google Calendar (iCal Subscription) 

To add an iCal subscription to your Google Calendar 
1. Copy iCalendar link 
2. Go to your Google Calendar 

 
3. Go to ‘Other Calendars’ and select Add by URL 

 
4. Paste the iCalendar link into the URL field and click Add Calendar 

 
5. To rename your new icalendar subscription go to calendar settings and enter a new 

name! 
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