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Getting to Know Your Landing Page 

After logging in, you’ll arrive at BoardEffect’s landing page. This is home base, where it all begins, your first 
step to unleashing the information, tools and powers of BoardEffect. 

Welcome Message 

This message—front and center, can’t miss it—is visible to all members on their laptops, tablets and 

smartphones. 

You can hide it by clicking on “Collapse,” right by the message. But only administrators can edit it. (See the 
“Creating and Editing Your Welcome Message” guide to learn how.) 

Top Navigation  

Here’s where you’ll access files, the directory, your settings and personal profile information. 

Click here… You’ll find… 
Browse Files “Resource Library” files and “Other files” from 

the Workrooms 

Directory A list of members and any contact information that 
has been included. The members’ list will include the 
other members with whom they share workrooms. 
System administrators’ list will include all members. 

Settings (administrators only) Platform configuration settings are located here. 
Only system administrators have this option.  

User Profile (displayed as your full name) Options for viewing and editing your profile, 
resetting your password, accessing Help, creating a 
customer support ticket, finding help and logging 
out. 

My BoardEffect 

In BoardEffect, workrooms form the foundation of your platform. They provide online spaces for people to 
collaborate and share information, and organizations can set them up and manage them as needed.  

Here members will find all the workrooms they’ve been granted access to. If you’re a system administrator, 
you’ll have access to all workrooms, as well as the power to grant access.  

My Upcoming Events 

This section keeps members up to date on upcoming events and—most important—displays meeting 
documents. They’ll also find Event details—like date and time, location and description. 
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Creating and Editing Your Welcome Message 

Your welcome message is the first thing BoardEffect users see—greeting them, communicating 
important information and setting the tone for the BoardEffect experience. Make it your own with 
customized content you can edit whenever you like. This guide shows you how.  

Customize your screen 

Expand or collapse your welcome message. The arrow next to “Welcome” puts you in 
the driver’s seat. 

First, click the pencil icon next to “Welcome,” place your cursor in the box below the tool bar and 
start writing. 

Then add the bells and whistles. The icons on the tool bar might look familiar. They’re similar to 
those used in popular word-processing software packages. (You can also hover over each for a 
description.)  

These icons let you:  

1. Copy, cut and paste.  To copy content directly from a Word document into your welcome
message, first highlight and “copy” the desired text in Word. (VERY IMPORTANT: In the
menu of choices, use the “Paste from Word” option—and only this option—for this task. Trust
us on this one!)

Then, in BoardEffect’s “Welcome Message” screen, click the clipboard icon with the “W”
(“Paste from Word”). Position your cursor in the text box and hit Ctrl+V to display your text.  If
you’re satisfied with the results, click “OK.” Voila—your content’s now in your welcome
message!

2. Add a link. Click on the “chain link” icon, then insert the URL of the web page you want to link
to. Click “OK” when you’re done.

3. Upload a graphic or photo.  To insert an image, position your cursor in the text box where
you want the image to go. Then click on the landscape icon that depicts a landscape scene.
(Hovering over it displays the word “image.”)  Then select “URL” or “Upload” to insert your
image.

Remember to save! 

When you’re finished, don’t forget the most important step: Click “Submit” at the 
bottom of the screen to save and display your new welcome message. 
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Directory Admin 

The BoardEffect Directory is the place where system administrators have the ultimate power to add, 
edit, deactivate and delete user profiles.  We’ll show you how (if you promise to use this power 
wisely).  

To add a new user: 

1. On the BoardEffect landing page, click the “Directory” icon, then the green “+New User” icon.

2. In the “New User” screen that appears, populate the fields of the new profile; those marked
with a red asterisk (*) are required.

3. Next, you’ll create a login and password for your new user.

• From within the “Account Information and Settings” section, assign your user a login—
typically the first letter of the first name and then the complete last name of the user.

• Create a password for the user that is eight characters long and includes both letters and
numbers. You’ll need to enter it twice.

• Then select the appropriate time zone and User Category from the corresponding
drop-down menus.

4. In the “Company Information” section, add the “Company” name, “Position Title,” “Address,”
“Company Email,” “Phone/Mobile/Fax” numbers and “Website.”  Select yes if this, rather than
the information in “Personal Information,” will be the user’s preferred contact information.

5. In the “Personal Information” section, fill in the user’s “Address,” “Email” “Email Signature”
and “Phone” and indicate if this user wants this to be his or her preferred contact information.
You can also add the name of that user’s spouse and his/her email address, along with any
comments or notes about that user you’d like to add. I

6. The “Alternate Contact Information” section is often used to enter in information for a user’s
assistant or administrative staff. It lets you enter a first and last name, email address and

www.boardeffect.com | 161 Leverington Ave, Suite 1001 | Philadelphia, PA 19127 | 866-672-2666 | info@boardeffect.com 
3



phone/cell numbers and sign this individual up for all messages, such as e-mails, alerts and 
reminders.  

7. In the “Workroom Assignments,” click the “+” icon next to specific workrooms to add the user
and give him or her access. Workroom assignments will display in blue at the top of the
“Workroom Assignment” section.

8. Go to the “Attachments Section” and use the “Browse” box to upload a photo or resume file to
the user’s profile.

Stop!

When you’ve finished populating (or editing) a user’s profile, be sure to click the blue 
“Save Changes” box.  

To edit an existing user: 

1. Locate that user’s profile in the “Directory.”

2. Click the drop-down arrow and select “Edit Profile.”

3. Make the necessary changes in the user’s profile modal that appears.

4. Be sure to click the blue “Save Changes” box when you are done.

To deactivate a user’s profile (prevent a user from logging in while keeping the profile in the system): 

1. First, locate the user in the “Directory.”

2. Click the drop-down arrow; select “Deactivate User.”

3. A screen will appear asking “Are you sure?” If you are, click the red “Continue” button.

4. An “Access and Permissions” screen will appear, confirming that the profile was deactivated.
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5. Click “Save.”

6. Close out clicking on the “X” or “Close” button.

7. Alternatively, you can select “Edit Profile,” click the drop-down arrow beside the user’s name
and select “Deactivate User.” Then follow the same steps as above to confirm your choice.

To reactivate a user’s profile: 

1. Click on the “Settings” icon.

2. Click the “Inactive Users” button.

3. Locate the deactivated user you’d like to reactivate and click on the corresponding drop-down
arrow.

4. Select “Activate User.”  An “Access and Permissions” screen will appear, confirming that the
profile was reactivated.

5. Click “Save.”

6. Complete your actions by clicking on the “X” or “Close” button.

To delete a user’s profile (a permanent choice, so consider this option carefully!): 

1. First deactivate that user using the steps for deactivation listed above.

2. Click on the “Settings” icon.

3. Click the “Inactive Users” button.
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4. Locate the deactivated user you would like to delete and click on the corresponding drop-
down arrow.

5. Select “Delete User.”

6. A screen will appear, asking “Are you sure?”  If you are, type in the last name of the user to
confirm your choice.

7. Complete your actions by clicking on the “X” or “Close” button.
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Building a Meeting Book 

In this guide, you’ll learn how to create a meeting book from scratch. This includes organizing it by 
category and subcategory, including an agenda and/or cover page, and even embellishing it with your 
organization’s logo.  (Your board will be amazed!)  

1. From your home screen, click on the workroom where you’d like the meeting book to reside.

2. From the workroom navigation bar, click “Workroom Files.”

3. From the subnavigation bar that appears, click “Meeting Books.”

4. Click “+ New Book” and enter the title of your masterpiece.

5. If you’d like to use a template for your meeting book, select one from the drop-down menu.

6. If you’d like to include a cover page with your meeting book, check “Generate Coverpage.”
Make the design your own with features like “Add Logo” and “Edit Font Styling.”

7. If you’d like to create an agenda, check the “Generate Agenda” box. From there, you can enter
your agenda information and select appropriate agenda options. You can also customize the
look of your agenda by clicking “Edit Font Styling.”

Step it up 

“Advanced Settings” gives you a few useful options, including password protection, 
including original files with the meeting book, and disabling the ability to print. 

8. To create the first category of your meeting book, click “+Add Main Category.” From there,
enter the category name and, if you like, the time, presenter, action and additional notes. Then
click “Submit.” Repeat as necessary.

9. Add subcategories to any category by clicking “+Subcategory.” From there, enter the
subcategory name, time, presenter, action, and additional notes. Click “Submit.”
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10. To add files to your meeting book, simply drag and drop them to the main category or
subcategory of your choice, or click “Select Files from Your Computer.”

11. Click “Visible to Workgroup” to grant workroom members access to this meeting book.

They don’t see until you say so 

Workroom members will not have access to your new meeting book unless or until you 
make it “Visible to Workgroup.”  

12. Click “Attach/Create Meeting” to attach your meeting book to an existing meeting, or to create
a new meeting with the book attached.

Stop! 

If you’re editing your agenda or cover page, don’t let your hard work go to waste. 
Remember to click “Save” when you’re done to make sure your changes go through. 
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Creating an Event

With dozens of meetings and details that are ever-changing, keeping up can be a big source of 
headache and hassle for you and your board members. Make life easier by posting these important 
details in one central, relevant place: the workroom.  

1. First, navigate to the appropriate workroom.

2. Choose “Workroom Events” from the workroom navigation bar, then “+New Event” to add
your event.

3. Input all the details, starting with the event title, date, time, location and description. The
moment that you finish adding details in any field, scroll to the top of the page and hit “Save.”
When you’re done, the event and its details will automatically post to the workroom, visible to
all members.

4. Help attendees prepare in advance by attaching relevant materials. See the “Attaching a
Meeting Book to an Event” guide for more information.

5. Stay on people’s radars even more by assigning an “Event Category.” This helps your event get
noticed when workroom members organize or filter what’s on their calendars. You can use a
category that exists, or you can create a new one. For the latter, simply go to “Settings,” then
“Event Settings.”

www.boardeffect.com | 161 Leverington Ave, Suite 1001 | Philadelphia, PA 19127 | 866-672-2666 | info@boardeffect.com 
9



Attaching a Meeting Book to an Event 

Keep meetings productive and efficient by providing attendees with valuable data in advance—and 
putting it all in one convenient place. This guide shows you how to attach a meeting book to an event, 
wherever you’re at in the process. 

First, navigate to the correct work room.  Then assess your situation. 

I have both an event and meeting book ready to go. 

First, pat yourself on the back, organized one! 

Then go to “Workroom Files,” select your meeting book and attach it to your event. (Or go to 
“Workroom Events,” select your event and attach it to your meeting book. It’s your call.) 

I have a meeting book, but no event. 

1. Go to “Workroom Events” and create your event. (Our “Creating an Event and Event Settings”
guide will show you how.)

2. Your new event is now listed under “My Upcoming Events.” Go there and select it.
3. Click on “Attach or Create,” choose Meeting Books, and select the meeting book you want to

attach.
4. Attach your meeting book to your new event. Now you’re ready to go!

I have an event, but no meeting book. 

1. Go to “Workroom Files,” click on “+New Book” and create your book. (Our “Building a
Meeting Book” guide will walk you through the steps.)

2. Under My Upcoming Events, click on the event you want to attach it to.
3. Click on “Attach or Create,” choose “Meeting Books,” then select and attach your new meeting

book.

No meeting book or event yet. I’m starting from scratch! 

Do not fear—BoardEffect is here to save the day. 

1. Go to “Workroom Events” and create your event. (Our “Creating an Event and Event Settings”
guide will show you how.)

2. Go to “Workroom Files,” click on “+New Book” and create your meeting book. (Our “Building
a Meeting Book” guide will walk you through the steps.)

3. Under “My Upcoming Events,” click on your event.
4. Click on “Attach or Create,” choose “Meeting Books,” and select your meeting book.
5. Get them attached. Then take the rest of the day off. Your work here is done.
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What comes first… 

…the meeting book or the event? BoardEffect lets you start with either, or both. We’re 
flexible that way.  
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Browse Files 

In this guide, you’ll learn how to store and organize data—PDFs, Word documents, Excel 
spreadsheets, and more—in your resource library, which houses information that’s accessible to all 
BoardEffect users, or workrooms, which store information for specific committees and groups. 

It’s easy to access this feature. Simply click the “browse files” link on the resource library landing page 
or from your workroom. A pop-up screen will appear. 

Now you’re ready to get to work. 

1. Create your folders. That’s easy to do. Simply click the “New Folder” button, then name your
folder.

You can change your mind 

Don’t worry too much about the name of any folder you create. You can always rename 
it later. And you can easily delete files when you’re finished with them or if you’ve 
uploaded them to the wrong folder. Simply check the box next to the file name and 
click “delete.” 

2. Add your data. BoardEffect offers many convenient ways of doing so.

• You can click on the “Upload Files” button and select 1-10 files from your desktop.

(Files will be uploaded in their original formats; they won’t automatically convert into
another format, like a PDF, for instance, when being uploaded.)

• You can drag and drop files directly into a folder, either from your desktop or from
other folders

• You can select a file directly from your computer. Just click on the link within the
dashed-line box.

3. Get organized.

• Edit the file name and/or description. When uploading a single file, you can save it
under a new name and description as you upload it. If you upload multiple files, you
can rename them as soon as they’re uploaded.

• Move the file to another folder. Just open that file and, when you’re prompted to resave
it, select the folder you want to store it in.

www.boardeffect.com | 161 Leverington Ave, Suite 1001 | Philadelphia, PA 19127 | 866-672-2666 | info@boardeffect.com 
12



• Click on the “Add Security” link to customize permissions and access simply by
entering the names of select users.

4. Sort it out.  To change the way lists of files are displayed, go to the “Files” screen and click the
upward-pointing arrow beside the header menu. Then select “sort by name” or “sort by date
modified.”

5. Manage your folders. Use the same methods you employ when working with files. Use the
downward-facing arrow to select a folder from the drop-down menu. From here, you can edit
the folder’s name, move it to another location, add security, or delete the folder entirely.

6. Search your archives. To find a file you’ve uploaded, enter the file name and description in
the search bar.

Choose your names strategically 

Because of BoardEffect’s security encryption process for protecting your valuable data, you 
won’t be able to search for files by entering in words or numbers from the actual content 
within them.  So it’s extra important to give your files names and descriptions that are 
straightforward and self-explanatory, and that will make them easy to find. 

7. Access your intelligence.  To download a file, go to the “Files” screen and click on its name.
The file will download in its original format.
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General Settings 

Your platform’s look and feel, email capabilities, administrative access to workrooms—to make these 
important customizations, “General Settings” is the place to go.  

Click on “Settings” in the Top Navigation bar, then “General Settings” and you’re ready to get started! 

Remember! 

To make sure your settings are truly set, click “Save Changes” at the end of each step. 

Enter your organization’s address (and more) 

1. Let people know how to find you by typing in basic contact information (address, phone,
website) for your organization.

2. This information will appear in the Help section of your platform.

Add your logo 

1. Click on the “Look & Feel” button.

2. To add a logo, click “Browse” to select your logo in the file directory.

3. IMPORTANT: Before selecting and uploading, make sure your logo is in jpeg format and
no more than 80 pixels in height and 350 pixels in width. The DPI should be no greater
than 200.

4. Not the right logo? Check “Remove Logo” to delete it and start over.

Set your time zone 

1. Click the drop down box under “Default Time Zone.”

2. Select your time zone from the available options. (Picking the right one is up to you—
we can’t help you there.)
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Enable email and automated messaging 

1. Click on the “Features” button. Check “Email Messaging” to give users the ability to send and
receive email messages through the BoardEffect platform.

2. Check “Receive Updates” to set the default for new users to receive the daily digest email.  If
checked newly created users will have this check on their profile.

Restrict workroom access 

1. BoardEffect’s default setting is to give all System administrators access to all workrooms.

2. To customize these permissions for your organization, click on the “Features” button and
check “Restrict Admins from Workrooms.” Enabling this will hide unassigned workrooms
from System Administrators.   Note that System Admins can access the workrooms if need be,
by turning this setting off or assigning themselves to the workroom.
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Security Summary 

We know you’re dealing with sensitive information, not to mention a million other things. Relax. 
We’ve got you covered. First of all, security is always a priority at BoardEffect. Our security policies 
and procedures are based on the NIST 2014 Cybersecurity Standard framework, for starters.  

But we also know that no two organizations are alike, so we’re putting a lot of power in your hands to 
set up security your way.  

First things first 

Go to your “Settings” screen.  In the “Security Summary,” you’ll find an overview of your security 
settings, along with a brief description of each: what it’s for and how to use it.  

If you have questions about any of the BoardEffect features, just call us at 866-672-2666, ext. 1   And if 
you have top-level system administrator privileges, you’ll be able to toggle on and off each setting as 
you see fit.  

This is important because… 

Customizing your system 

Security settings are divided into two groups:  settings that can be configured by a top-level 
administrator and settings that must be configured by the BoardEffect Support team. 

For the first group, configure the settings you want by checking the appropriate boxes and entering 
the appropriate content into the text fields. If you have any questions, we’re here to help at 1-866-672-
2666. 

In the second group, a green check mark signals that a setting is on and a red minus sign signals that a 
setting is off. These settings must be configured by BoardEffect Client Success. Just call 1-866-672-
2666 when you’re ready to get started. 
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Reports 

Who’s using the BoardEffect platform, and how often? How well are meetings being attended? This 
guide shows system administrators how to use the Reports area to gain insight and intelligence. 

First, click on “Settings” in the Top Navigation bar, then “Reports.” Click on the three options (“Recent 
Logins,” “Login Activity” and “Attendance”.) 

View Recent Logins 

• Click “Last Name,” “First Name” or “Login Time” to sort the list of names by these criteria.

• Click “This Account Only” by a user’s name to select only that user.

• To filter the list by month or quarter, click on the down arrow in the Date box above the
headings.  Choose the appropriate time period, then click “Filter.”

View Login Activity 

• Click “Last Name”, “First Name”, “# of logins” or “Last Login” to sort the list of names by
these criteria.

• To filter the list by workroom, use the down arrow in the Date box to select the appropriate
Grouped Workroom or Ungrouped Workroom, then click “Filter.”

• To filter by month or quarter, use the down arrow to choose the appropriate time period,
then click “Filter.”

You’ve Got the Power!

Administrators can also manage a specific user’s profile. Find the row for that user’s name,
click on the down arrow, and you’ll see the options to view and edit that user’s profile and
permissions, reset the password, contact that user, or deactivate the user’s profile.

View Attendance 

• To filter the list by workroom, use the down arrow to select the preferred Grouped
Workroom or Ungrouped Workroom, then click “Filter.”
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• To filter by user category, click on “User Category” to select Board Member, Staff or
Friend, then click “Filter.”

• To filter by user, click on “User” to select the preferred person, then click “Filter.”
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Profile Permissions 

In this guide, you’ll learn how to designate your system administrator(s), determine which staff 
members can access what materials, make platform users “visible” and “invisible” and much more. 

Get your workrooms working 

Add users to a workroom, set permissions within that workroom and more. The “Specific Profile 
Workforce Permissions” section of this guide shows you how. 

The power is in your hands. Just follow these steps: 

1. Click “Directory” at the top of the page. Then type the user name into the search field.

2. From the list of profiles that appears, click on the desired user’s name to open the profile.
Then select “set permissions.”

3. Check “System Administrator” to designate this user as one. For security and management
purposes, we recommend that you designate at least two users as system administrators and
limit this feature, as it brings with it substantial access throughout the platform.)

4. Check “Mobile Only” to allow this user to only download meeting books within the app.  This
helps to limit the distribution of meeting materials and prevent them from being downloaded
outside of the security of the app.

5. Check “Manage Files” to give the user the ability to manage the Resource Library within
“Browse Files.”   (To give them the ability to manage “Other Files” within workrooms, you will
need to check “Manage Files” within that workroom.)

6. If you want this user’s profile and activities to be seen across the platform, check “user is
visible” in the fourth box.

7. If you don’t want this user’s profile and activities to be seen across the platform, check “user is
invisible” in the fourth box.

8. To customize a user’s visibility for specific workgroups, go to “Workroom Permissions” in this
guide.

9. If you would like to forbid this user from contacting other users through platform messaging
enter a check mark in the last box, “Deactivate Messaging.”
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Stop! 

Before you leave the profile you’ve been working on, always remember to select “submit” first. If 
you exit the screen or browser without doing so, your changes will not be saved. 
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Accessing and logging into BoardEffect from your computer 

• Enter this URL into your browser:  https://<replace with your organization>.boardeffect.com
• In the Username field enter use your first initial and last name. The Username IS NOT Case Sensitive
• In the Password field enter your temporary password:  (provided by your platform administrator)
• Click Log In
• The first time you log in, you will be required to change your password. Change it to something you will

remember.  The Password IS Case Sensitive
Password requirements:

o Length: 8 characters or more
o Required character types: Both letters AND numbers

• Reminder: BoardEffect staff does not have access to passwords.

Navigating BoardEffect 
Landing Page (where you’ll land after logging in): 

• Welcome Message (center) – general platform greeting and administrator’s contact information.
• Upcoming Events – (below welcome message) a list of all of your upcoming meetings and other events,

click on the calendar icon to see this in a grid view.
• News – (right of welcome message) important news and announcements for all Workrooms where you are

a member.

Top Navigation (upper right corner of Landing Page): 

• Login Menu – click on the drop down arrow to access/edit your own user profile, reset your password,
access online help and logout of the platform.

• Directory – here you can view, search or download a directory of your fellow Board/Committee
members.  You can also view their profile information or send them messages.

• Browse Files –here you can access documents and other resources in both the Resource Library
(accessible by all users) as well as any Workrooms (accessible to Workroom members only).

Workrooms (left side of Landing Page): 

• Here you’ll see a list of all Workrooms you have access to.  Your administrator assigns you to the
appropriate Workrooms.  Click on the name of the Workroom you’d like to enter.

• Workroom Home – like the Landing Page, here you’ll find a welcome message, list of upcoming events
and news, these are specific to this Workroom and its members only.

• Workroom Events – here you’ll find a list of all upcoming meetings and other events specific to this
Workroom.

• Workroom Files – here you’ll find all available meeting books, handbooks and other files (accessible to
Workroom members only).

• Private Workroom files can also be accessed by Workroom members via the Browse Files link.

BoardEffect Support 

• Phone: 1-866-672-2666, option 1
• Email: support@boardeffect.com
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Accessing Meeting Information 

• From the Landing Page (as referenced above), click on Collapse to the right of the Welcome Message to
bring your Upcoming Events into view.

• Scroll to a meeting and click on the name to be directed into the workroom to view details about this
meeting or export it to your personal calendar.

• As an alternative, you can also click on the calendar icon to the right of My Upcoming Events to view
your upcoming meetings and events in a calendar view.

• In the calendar view, hover over a dot with your mouse and this will display the meeting name.  Clicking
on the downward arrow will display all meetings and events scheduled that day.

• Clicking on the meeting name here will also direct you into the workroom as detailed above.
• To navigate back to the Landing Page, click on My BoardEffect or your logo on the upper left side of

your screen.

Accessing Meeting Materials - Option 1:  Download a PDF copy of the meeting book 

• From the Landing Page (as referenced above), click on Collapse to the right of the Welcome Message to
bring your Upcoming Events into view.

• Meetings with materials currently available will display “View Meeting Book”.  Click on this and you be
directed into the workroom to access the meeting book.

• Click on Download PDF to open and/or save a copy of the meeting book to your computer.
• In the PDF format, you can use your mouse to scroll through the pages of the book or use the

navigational agenda (aka bookmarks) on the left side to navigate directly to a particular document in the
book.  Click the “x” in the top right corner to close the PDF.

• This PDF can be saved on your computer, printed or attached to an email if size allows.

Accessing and Annotating Meeting Materials - Option 2:  Open the book on our web viewer  

• From the Landing Page (as referenced above), click on Collapse to the right of the Welcome Message to
bring your Upcoming Events into view.

• Meetings with materials currently available will display “View Meeting Book”.  Click on this and you be
directed into the workroom to access the meeting book.

• Click on Open in Web View to display the book on your screen.
• In the Web Viewer, use the navigational agenda (aka bookmarks) on the left side to navigate directly to a

particular document in the book.  This will be the default view when you open the viewer.
• Use the tools on the upper left, above the bookmarks to:

o Change the navigational agenda view from bookmarks to thumbnails (rectangle icon)
o Change the navigational agenda view back to bookmarks (bookmark icon)
o Search for text in this document (magnifying glass icon).  Enter the word to search in the blank

field and click on Go.
o Make annotations on this document (pencil icon).  Hover over each annotation icon to see what

kind of notes it makes.  For most of the tools on this menu, click and hold your left mouse button
and drag it down the screen to select the text to annotate.

o **BE SURE TO CLICK ON SAVE AFTER MAKING ANNOTATIONS.  Once you save, you will
have an option to download a PDF of the meeting book that includes your annotations.  You will
still be able to download a clean copy as well.

• Click on the “X” in the web viewer tab, at the top of your screen to close it.  **Note, this is not the “X” in
the top right corner, it is in the tab at the top in your Internet browser.
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