
MYTRB CHAIR’S DASHBOARD INSTRUCTION GUIDE 

TRB has developed an all new Chair’s Dashboard in MyTRB that now provides a more efficient way for chairs to manage 

committees, subcommittees, and friends. There is also a new dynamic overview of current members that offers demographics 

and other reporting on the committee.   

HOW TO ACCESS THE CHAIRS DASHBOARD IN MYTRB 

Step 1: Go to www.MyTRB.org to log into the MyTRB Portal. If you do not have an account with MyTRB or have forgotten your 

password, click on “Create an Account” to register or reset your password.  

Step 2: Once logged into the MyTRB Portal, click on “Chair’s Dashboard” to begin managing committee members, friends, or 
subcommittees.  

Step 3: There are three new options available within the dashboard for chairs to interact with:  

 M ANAGE MEMBER: Allows chairs to add or remove members, view pending interim appointments, view dropped 

members, and copy email addresses to clipboard to allow chairs to disseminate committee related correspondence.  

 M ANAGE FRIENDS: Allows chairs to view the current friends list and copy email addresses to clipboard to 
disseminate committee related correspondence.  

 M ANAGE SUBCOMMITTEES: Allows chairs to assign a subcommittee chair, view dropped members, and copy email 
addresses to the clipboard.  

 

 

  

Once logged in, 

click on “Chair’s 

Dashboard 

New functionality available to 

manage members, friends, and 

subcommittees.  

http://www.mytrb.org/


HOW TO NAVIGATE THROUGH “MA NAGE MEMBERS”  

The updated “Manage Member” dashboard allows chairs to use the drop down menu to select a committee they would like to 

take action on. Chairs can choose to view their current committee rosters, add or drop members, view pending drops, and view 

an overview or breakdown of the committee makeup.  

 

 

 

If you would like to view more details on a specific member, click on the “+” to expand the row to see more information such as 

contact information, company, age, location, etc.  

 

 

New dropdown menu to 

list multiple committees  

View Committee Scope 

TRB Staff Officer and 

Support Staff now available  

Quickly filter and search 

rosters 

Click on a “+” to expand a 

row to view more details  



 C OMMITTEE OVERVIEW:   The overview of the committee now 

allows chairs to interact with specific groupings within their 

committees. For example, if a chair would like to view the list of 

members from specific regions or other demographics.  

 

 

 

 

 

 A DD MEMBER: Click on “Add Member” to appoint new members to the committee. Chairs can either filter search through 

a current committee friend’s list, search other people who are not affiliated with the committee, or add a new member 

entirely.  

 

 V I EW PENDING INTERIM APPOINTMENTS:  Click on “Pending Interim Appointments” to view a list of interim adds.  

 V I EW DROPPED MEMBERS: Click on “View Dropped Members” to view members who are being removed from the 

committee.  

Click on a “hyperlinked” number to view a list of 

members within that category. For example, if a user 

clicks “15” next to males, a list of member who identify 

as male would appear. See example to the above.  



 

 

 C O PY EMAILS T O CLIPBOARD: Click on “Copy Emails to 

Clipboard” to access email addresses to send correspondence to 

committee members. After clicking, a green pop-up box will 

appear near the bottom right of you screen indicating that “Email 

addresses have been copied to the clipboard”.  

 

 

 

 

 

 

  

 

HOW TO NAVIGATE “MANAGE FRIENDS”  

The “Manage Friends” dashboard allows chairs to view the current committee friends list and offers a dynamic friend count for 

gender, regions, organization type, and other demographics. Chairs are able to copy email addresses to the clipboard if they 

would like to access them to disseminate committee related materials.  

 

 

  

Click to copy email 
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HOW TO NAVIGATE “MANAGE SUBCOMMITTEES” 

The “Manage SubCommittees dashboard allows chairs to acess current rosters and email addresses for SubCommittees. Chairs 

can also assign a chair from the “Parent Committee” to chair a subcommittee and view dropped members.  

 

 

 A DD CHAIR: Click on “Add Chair” to appoint a new chair to a subcommittee. Chairs must search through parent committee 

members in order to appoint a new chair to a subcommittee  

 

 

 

 

 

 

 

 

 

 



 V I EW DROPPED MEMBERS: Click on “View Dropped Members” to view members who are being removed from the 

committee.  

 

 C O PY EMAILS T O CLIPBOARD: Click on “Copy Emails to Clipboard” to access email addresses to send correspondence 

to committee members. After clicking, a green pop-up box will appear near the bottom right of you screen indicating that 

“Email addresses have been copied to the clipboard”. 

 

  



NEED HELP?  

Within the “Chair’s Dashboard”, there is a blue Help Button on every page to assist you along the way. After clicking the button, 

a pop-up box will appear with contact information for MyTRB Helpdesk and a list of Frequently Asked Questions.  

 

 

 

 

 

 

 

 

 

Click the blue “help” button for 

assistance.  


