
How to Use the APTA Transit Board Members Board Support Subcommittee Collaboration 

1.  

 

Start at www.apta.com. Be sure to sign in to your MyAPTA account. To allow the site to communicate with 
your Outlook account (explained below), be sure to check the “Remember me” box. 
 

 

  

2. Now that you have signed in, place your cursor over the “For Members” button and this small drop down 
menu will open. Select “My Committees.” 
 

 



3.  Next, find and click on the words Transit Board Members Board Support Subcommittee in the left hand 
column. Your list will likely look different than this one, since only those committees with active 
collaboration sites pop up on your list. 
 

  

4. You will find “Subcommittee Announcements.” Here you will find notes and reminders. The most recent 
announcements are always listed but by clicking on the words “Subcommittee Announcements”, you can 
see additional announcements and set up an alert so you will know whenever a new announcement is 
posted without visiting the collaboration page Click on “Subcommittee Announcements” now.  
 

 



5. To set up alerts, just click “Items” next to the word “Site Actions” then select “Alert Me” 
 

  

6. To manage your alerts click on “Manage My Alerts”. 
 

 

 



7. When you set up this alert (or any of the others later on), you will get a set up window that looks like this. 
Select “Add Alert” to manage the alerts. 
 

  

8. Different systems and software all look a bit different but it is just your computer making sure you are 
doing this on purpose. Hit “allow” and move forward. You will get a set up window that looks like this. 
Select your alert option and click on “Next” at the bottom of the page.  
 

 

 



9. After selecting “Next” you will get a set up window that looks like this. You can change the options but by 
simply selecting “OK” at the bottom of the page (not the top of the page!), you will get an e-mail whenever 
anything changes in the section. 
 

If, when you set up an alert, your system opens up your Outlook or other e-mail system, simply click back 
into your internet browser. There is nothing you have to do in your e-mail system to finish setting up your 
alerts. 
 
Once you have completed steps 5 – 9 you will receive an e-mail confirmation that you have successfully 
created the alert.   

  

10. We also have a Subcommittee Forum section of the page and, just like the Committee Announcements 
section, you can see the newest topics, or click on the words “Subcommittee Forum” to see all of the 
discussion strings or set up alerts. 

 

 



11. Once you click on “Subcommittee Forum” you will have a screen that looks like this. Here you can set up 
alerts just like you did for the “Subcommittee Announcements”, follow instructions 5 – 9 to set up alerts for 
this section. 

  

12. The next big section contains our committee documents. Once again, the few most recent postings are 
on our basic page and clicking on the words “Subcommittee Documents” will show all of the 
documents. 

 

  

 

 

 



13. The Committee Documents collection include folders of related documents (subcommittee agendas, 
minutes, and others), as well as current documents. You can select a document to view or a folder to 
open by clicking the small icons to the right of the names. 

Here you can set up alerts just like you did for the previous sections, follow instructions 5 – 9 to set up 
alerts for this section. 

  

14. The next section is the calendar. You will find the current month displayed, can navigate forward or 
back with the arrows next to the month, or change the view from month to week to day, just like in 
Microsoft Outlook. Click on the words “Subcommittee Calendar” to see more and set up your links or 
alerts. 

 



15. Here you can set up alerts just like you did for the previous sections, follow instructions 5 – 9 to set up 
alerts for this section. 

  

16. There are other features as well, links to important pages, subcommittee tasks, the committee roster, 
and even an option to e-mail the entire Transit Board Members Board Support Subcommittee. We 
encourage you to navigate the site and see for yourself how easy it is. And be sure to send any thoughts 
on improvements to Cheryl or Jose! 

 

 

 


