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Understanding Teams

We looked at how teams are handled on the public site in the public site manual. But let's
dive a little deeper into how team's work in HandsOn Connect.

Teams are a way to group people who want to volunteer together. Teams have the
following advantages:

They provide a way to gather statistics around a 'group’ of people

+ Like all the employees, spouses, family and friends of a sponsor-organization that comes
out to a day of service to volunteer together.

They provide a way for a group leader to manage a 'team’ of volunteers

« Example: A Corporate Team may want a single person in the organization to take
responsibility for 'signing up' multiple people from the organization for a volunteer
opportunity

+ Civic teams, fraternities, or sororities. Usually one person is trying to arrange and
manage the sign-up of their entire group.

« Teams are a great way to manage Families. since volunteers under the age of 13
cannot manage their own account, a parent or guardian can create a family team to
manage signing up their minor children for family-friendly volunteer opportunities

Teams are 'private’. Ateam is created by a team captain who controls the membership, and
adds team members who they take responsibility for signing up for opportunities.

¢ Here's a Key Concept. There are two parts to working with teams:

1) A team captain CREATES a team. They make a list of the team members who will be
part of a team. A team can be edited and its members changed over time.

2) A team captain then SIGNS UP the team for an opportunity, by indicating which
members of their created team will Participate in that volunteer opportunity.

A team can be signed up for one or multiple volunteer opportunities. You do not have
to create a different team for each opportunity sign-up. You can select which team
members are participating in each volunteer opportunity you sign the team up for!
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The role and responsibilities of a team captain

I am Captain of These Teams:

Vals Volunteers

NMumber of Members: 12
Total Hours Served by Team: 2.00

Other Captain(s): Heidi Klum, Leydi
Rangel

Upcoming Volunteer Opportunities: 0

P P T IR T AP A RLITW A TR TR T e lal T T & AL i P e e

A team captain may register any or all members of their team for volunteer
opportunities.

« Team Captains are responsible for ensuring the people they sign up attend the opportunity.
(While team members who have email addresses will be notified about opportunities their
team captain signs them up for, its possible to have team members who do not have email
addresses -- so the only way they know they are attending is through the team captain who
signed them up communicating with them directly!

+ Best Practice: we recommend that when a team has signed up for a large # of spaces in an
opportunity - that the Opportunity Coordinator contact the Team Captain and make SURE
they are guaranteeing that the folks they signed up are going to attend!

« A team captain can sign up team members without signing themselves up. If they do so, the
ability to manage the team participants will not appear in "My Account / My Upcoming
Opportunities" but can be managed by going to the "My Team" page. All team captains will
be able to view and modify participation in projects from the My Teams Page. However, if a
team captain does not sign themselves up - they still bear the responsibility of notifying and
reminding their team members to attend.

How is Team data Managed in Salesforce?

Teams are managed through two custom objects in Salesforce:

1) Volunteer Teams - the volunteer team record tracks data ABOUT the team itself.
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Details Related

~ Information

Crmar otatus
B G015 HOC Adrmir Achive

Wolunteer Team Mame Todal Mernbers
Valerie’s Voluntears -
Oirganization Text Hours Served

Troutco 0.00

Dirganization

~ Description Information

Diescription

My neighborhood Team

~ Systemn Information

Created By Last Modified By

-i-': 9015 HOC Admin, 4/23/2018 12:53 PM ;;j 9015 HOC Admin, 7/17/2018 2:02 PM

If you create a team administratively in Salesforce, you'd create a new Team Record.
Volunteer Team name - the name of the team

Organization Text: If the team is created from the public site, this is the Company/Group
Affiliation field in the team creation form.

Organization: If you want to actually connect the team to an existing organization in your
database, use this lookup field to relate the organization to the team.

Status: A team can be Active or Inactive. If the team is no longer being used, change the status
to inactive. It will no longer appear on the public site.

Description: the Description given in the team creation form "Team Description".

The other fields "Total Members" and "Hours Served" are automatically calculated and
populaed.

2) Volunteer Team Members - each member of the team has a separate "Team Member"
record. The team member record associates a contact in the database with a team. The Team
Member record's 'name' is a Team member ID in the form of VTM-XXXXXX. Each team member
record has a unique Team Member ID.
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Related Details

» Information

Team Member [D Slatus
VTM-000141 Confirmed
Volunteer Team Hours Served
Valerie's Volunteers .00
Contact Captain
Valerie Volunteer o

Team Member Email

troutco+valerief015@gmail.com
w Systemn Information

Created By Last Modified By

&) 9015 HOC Admin, 4/23/2018 12:53 PM g 9015 HOC Admin, 11/5/2018 9:45 AM

Volunteer Team: a lookup to an existing volunteer team. (you can't create a team member
record until both the contact and the team exist in the database).

Contact: the contact associated with the Volunteer Team. The team member email is
automatically filled in when you associate the Contact.

Status: There are two picklist options available (though you will see 4!)
- Confirmed - the volunteer is active and part of the team

- Former - the contact had been on the team, but either the captain removed them or they
removed themselves from the team.

The picklist values "Pending" and "Declined" are holdovers from HOC 2.0 - and no longer used
by HOC 3.0

Hours Served: is automatically populated as a rollup of the number of hours the team member
has as confirmed attendance.

Captain: Check this box if the team member is a captain of the team and able to sign up and
manage team members. Captains should always have an email address and an active account
in HandsOn Connect.

When administratively creating a connection for a team member - you must enter the
Team Member ID in the connection record. This is done automatically when a team
connection is made via the public site.
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Rules governing team creation on the public

site

The "Create a Team" form on the public site is very flexible and forgiving. It was built to
allow a variety of scenarios that might exist when creating a team.

|deally people will fill in all the fields, but if they don't messages advise you on fields that

must be filled in before creating a team. There are a number of possible variations, and

this post will tell you the 'rules' over what is minimally required.

The Team Creation Form

CREATE TEAM

Step 1: Enter Basic Team Information

Team Description ()

Taam Nama = Troutco's Terrors

This is a team made up of employees and their families

Company/Group Affiliation | 0010

Step 2: Add Team Memb

First Name

Art

1. Jennifer

2, | Pee

3, | Suzanne

At least one of
these fields is
required

* A team cannot be larger than 99 team members including yourself,

Is 18

years of  Team
age or Capt.
older?

E-mail Phone

Trout oo +a015psi

Talbot jennifert@gmal
Potato 951-342-1234
Paters

uMnnepaters@g 951-234-1234

Delta

CREATE TEAM

Default Rules governing creating a team on the public site:

1. Every Team member must have a first name and last name

2. No two team members can have the same email address (since no two users can have the

same user name in HandsOn Connect

3. You must fill out at least ONE of these fields on the form:

-- Company / Group Affiliation

HandsOn Connect - Teams
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-- An email address
-- A phone number

Ideally we'd like people to supply us with all three, but this flexibility provides a solution for
creating a team when not everyone has unique email addresses.

Other things to understand about creating teams:

1. The team captain does not have to enter themselves as a member of their team. By creating
the team they are automatically made a team captain! There name will appear at the top of the
team list so they shouldn't add themselves again :-). (In the image above - Art Trout is the team
captain creating the team and this was auto-entered for him).

2. Additional team captains can be designated on the team, but ONLY if they have an email
address. You cannot be a team captain without an email address!

3. Team members who do not have email addresses submitted will not be notified that they've
been made a team member. (They can't be!) All team members with email addresses will
receive a notification that they've been added to the team, and encouraging them to register on
the public site if they don't already have an account.

If the team captain omits required information they will be
be prompted on how to correct the problem.

http:/ /hocdemo.force.com

Please provide the Company Affiliation or Provide E-
Mail /Phone for all the members.,

Ok !

Here are some of the messages that appear

http:/ /hocdemo.force.com

Each team member must have a unigue e-mail
address. If another e-mail address is not available,
please enter a phone number.

OK

HandsOn Connect - Teams Page 9
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http:/ fhocdemo.force.com

You cannot designate the 2th as a team captain
without providing their e-mail address

Cox )

Options for Team Creation

€ The rules for creating teams as described above are the default settings for HOC team
creation. If provides the most flexibility in creating teams. Again: Here's the default
rules for creating teams:

"When creating a team the fields Team name, Description, First name and Last name
are required. Also required are EITHER a unique email address OR a phone number for
each team member UNLESS a value is put in the field Company/Group Affiliation, in
which case you do not have to supply an email OR a phone number for the team
members.

However -- if your business process is such that you wish to change the default
requirements for creating teams and team members HOC can be configured by the
support team for custom team creation rules. (i.e. Email is always required, or don't
display or require Team Description). Open a support ticket if you wish to enable
custom team creation rules.
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What happens when a captain submits a
team from the public site?

When a captain creates a team the following takes place:

An email is sent to every team member who has an email
address

4

Dear Jennifer Talbot,

You have received this message because a Team Captain of the Troutco's
Terrors team has added you as a member of their volunteer team on the HandsOn
Connect 9015 web site.

Team Name: Troutco's Terrors
Team Description: This is a team made up of employees and their families

If you already have an active volunteer account at
HandsOn Connect 9015, you'l find the team on your "My Teams" page.

If you are not currently a registered volunteer at the website for HandsOn Connect
9015, click here to register for a volunteer account so you can manage your own
signups as part of this team. Be sure to register using the same email address that
this invitation was sent to:
https://ps9015.handsonconnect.org/volunteer-sign-up

After signing up, you'll find your team membership on the "My Teams" page.
https://ps9015.handsonconnect.org/my-teams

As a member of the team, you are allowing the team captain(s) to act in your behalf
and sign you up for volunteer opportunities as part of the team.

Thanks for being part of this volunteer team on the website of HandsOn Connect
9015

Anyone who does not have a log-in is invited to come to the site, and register for a volunteer
account.

Those with no emails get nothing - and its up to the captain to take responsibility for them.

On the admin site, several records are created and/or updated:
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A Volunteer Team Record is created

Related List Quick Links @

£ Volunteer Team Notes (0) Files (0)
Members (5)

Details Related

v Information
Owner Status
ﬁ 9015 HOC Admin Active

Velunteer Team Name Total Members
Troutco's Terrors 5

Organization Text Hours Served
Troutco 0.00

Organization

v Description Information

Description

This is a team made up of employees and their families
v System Information

Created By Last Modified By
fg 9015 HOC Admin, 10/23/2018 11:43 AM @ 9015 HOC Admin, 10/23/2018 11:43 AM

A record for the custom object "Volunteer Team" is created. It has the following fields:

Owner This is the name of the API user in your system, that 'owns' all records created via
the public site.

Volunteer Team Name

Organization Text - The organization name that was submitted when they created the team
(if it was populated). This is a text field.

Organization -- This is a lookup field to an organization. Like the Employer field in the
Contact Record -- it is just a placeholder for info. The organization field is a lookup - and can
only be populated (if you desire) with the name of an actual organization in the system.

(You can lookup the actual organization is if its in your database and associate this team
with a real organization).

Status: a picklist designated the status of the team. It is set to Active, but can be changed
to Inactive, if you administratively wish to remove the team from their view on the public
site.

Total Members: An auto-summed formula field that counts the number of members on
the team who are in Confirmed Status. (It does not count "Former" team members who
have removed themselves from the team."

Hours Served - an auto populated formula field to count the total hours served by the
organization.

A volunteer Team Member record is created for each team

HandsOn Connect - Teams Page 12
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member

4 vTm-000175

l Related List Quick Links @

E] Connections (0) Notes (0) Files (0)

Related Details

v Information

Team Member ID Status
VTM-000175 Confirmed
Volunteer Team Hours Served
Troutco's Terrors 0.00
Contact Captain

Jennifer Talbot

Team Member Email

troutco+jt@gmail.com
~ System Information

Created By Last Modified By
9015 HOC Admin, 10/23/2018 11:43 AM 9015 HOC Admin, 10/23/2018 11:43 AM

It has the following fields:

+ Team Volunteer ID - a record number, sequentially created for each new Volunteer Team
Member record, with the prefix VTM

+ Volunteer Team: A lookup field to an existing team in the system

+ Contact: a lookup to the contact record for that team member

+ Team Member Email: the email that was submitted by the team captain (blank if they did
not submit one)

« Status: a picklist with two valid values

- Confirmed - The team member logged in or registered, and ACCEPTED the team invitation

- Former -- The team member has removed themselves from the team or the team captain
has removed them.

- Pending and Declined - (these statuses are no longer used for team members, but still may
be found in the picklist for compatibility with earlier versions of HOC).

Note: Team Captains may sign up team members for volunteer opportunities, but not if the
team member status is Former.

+ Hours Served: An auto-calculated field, that totals the hours of service as a member of that
team.
« Captain - a checkbox. It will be checked if they are designated as a captain.

Only captains can sign up team members for volunteer opportunities!
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There is a related list to the connections for this team member.

The email address submitted is used to determine whether
a new contact should be created or not!

v Contact Infermation
Ceatac Ownar Clignt Adrimatealar [Chasgel Roglsiration Sistus  Peading{Team Ragistation)
Hame  Wima Winsomo Employes

il Hame Organization Mame  Indhddual

If the email address for an invited team member does not already exist in the system, a new
Contact Record will be created. The contact will be created with the registration status
Pending (Team Registration).

It will remain in this state until someone tries to register as a volunteer using that email
address. (They will probably do so as a result of the email notification).

If the email of the invitee already exists in the system -- no change will be made to the contact
or their status. But you'll be able to see in the related list that they are a pending (or confirmed)
member of the team.

When someone registers on the site and a contact already exists that is Pending (Team
Registration) status -- the status will be changed to confirmed, and volunteer login access will be
granted. They will then have a profile of Volunteer.

HandsOn Connect - Teams Page 14
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Viewing or Editing Volunteer Teams and
Participation

There are two things you typically do with an existing team:

1) Add or modify the people who are are your team. You do this by clicking on "Manage
Team"

2) You want to change the sign-up of your team for a particular volunteer opportunity by
removing some team members and possibly signing up others. You do this by clicking on
the "Participants" Link for a particular volunteer opportunity.

If you want to add new team members AND sign them up -- you first have to add the team
members through "Manage Team" - AND then be sure to click on "Participants" and add
those new team members to the list of participating team members for one or more
opportunities your team is signed up for.

@ Adding a new team member to the team roster is not the same thing as signing that
team member up to participate in an opportunity.

A team is a group of people you manage. For each opportunity you can sign up one or
many team members to participate for that opportunity!

View My Teams

FIND AN OPPORTUNITY SPECIAL EVENTS EROWSE ORGANIZATIONS RESOURCES

ACCOUNT OVERVIEW FOR

Valerie Volunteer

¢ Personal Information

r Skills
» My Teams ' Here's a snapshot of your volur
Review your upcoming commitm
you cannot attend so another v
Click here to start | take your place, or manage you
from here. Use the Volunteer hi
provide us with feedback.

p Create a New Teao..

¢ Join a Public Team
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My Teams Page

On this page you can create new teams, edit existing teams, or manage your team member's
participation in an opportunity you are already signed up for.

Click on the + sign to expand the info about each team.

Valerie Volunteer 4 ieams

e tear
“Remave Team' link,

CREATE NEW TEAM

I am Captain of These Teams

ME AND HARRY ° +

VALERIE'S VOLUNTEERS -
N

Number of members: 4 Total Hours Served by Team: 0.00
Uncoming Volunteer Opportunities: 1 Other Captainis):

Opportunity  Organization  When Signed Up  ActioniStatus

LIF10/2018 1000 AM 4
2 Hours

°\4 I am Member of These Teams

JENNES JUMPERS -

Number of members: 3 Total Hours Served by Team: 0.00

e REMOVE ME FROM TEAM Captain(s): Jenne Jumper
A

Uncoming Volunteer Opportunities: 1

Opportunity Organization When Action/Status

11/23/2018 06:00 PM * Remove me
3 Hours

A

VAL'S NEW TEAM +

L flviolelin]

1) Member of/ Captain of- Provides a summary of the your number of teams you are
associated with.

2) I am Captain of- Lists all the teams that you are a captain for and allowed to manage or sign-
up for opportunities

3). Click on MANAGE TEAM to add (or remove), or edit who is on your team roster.

4) Click on "Participants" to edit the team members who are signed up for the listed
opportunity. Or click on "Remove Team" to remove all registered team members from the
opportunity you've signed them up for.

5) I am a Member of- Lists the teams that you are a member of and allows you to remove
yourself from the team (6). It also shows you the opportunities that you are signed-up to
participate in as a member of this team and provides you the opportunity to remove yourself
from the volunteer opportunity (7)
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Onl

Manage Team Page

¢ Iam Captain of These Teams:

1st baptist church

Number of Members: 4

Upcoming Volunteer Opportunities: 2

OPPORTUNITY

) "Manage Team"

ORGANIZATION

Troutco

Troutco

Click on the "+" to
Y OENRGERGEN

and click on

ABC's ST,

HandsOn Connect - Teams

WHEN

open

open

Total Hours Served by Team: 2.0
Other Captain(s): Larry Yahoo

SIGNED UP ACTION/STATUS

3of 4 - Assigned Captain

4 of 4 - Assigned Captain

Page 17
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You can click on the + sign to see details of teams where
you are the captain and have additional options.

Team Details For .
Valerie's Volunteers o Team Members
N - 0
Team captain(s): Valerie Volunteer
Total Hours

A team is a group of people you have organized to valunteer for one or more
opportunities. You do not need to create a new team for each opportunity. You
Cin sign up one of more members of your team for different opportunities.

Served by Team

Use this page to add additional team members, remove tomeocne who no longer
wishes 1o volunteer as part of your team, or 10 email those members who have
email addresses.

TEAM MEMBER LIST FOR VALERIE'S VOLUNTEERS o P ——
Is 18
Name * E-mail Phane poarvicl
age or
o older?
Valerie Volunteer (C) S troutco +valerie9015@gmail.com +13235473903
Cyasi Volunteer gyasi@laworks.com
Sally Forth trouto +sally9015@gmail.com
Vincentio Volunteer troutco+vincentio®gmail.com

o EMAIL MEMBERS REMOVE MEMBERS MAKE CAPTAIN
-

Completed Volunteer Projects:

Project Title Organization Date Members  Hours
3
Arts and Crafts for Kids ~ HandsOn Connect 9015 L0/23/201803:00AM 5\ 0
1 hours
08/25/2018 01-00 AM b
Team Signup Test Trouteo = 20f4 0
- 3 hours

RETURN TO MY TEAMS PAGE DELETE TEAM

1. This section has summary information about the team

2. Click on "Add New Members" to add additional members to your team. (Note: Adding them
to the team roster does not sign them up for volunteer opportunities. You'll need to go back to
the My Teams page and click on Participants, to add your new team members to the
opportunity sign-up.

3. You can edit existing team members info here IF they have not yet registered themselves on
the public site. (i.e. you an add an email address to a team member you previously didn't have
an email for!)

4. You can select team members using the check box to the left of their name, and then Email
the selected team members, Remove them from the team if desired, or promote someone to a
captain. (Note: Captains must have an email address!)

5. You can see the team's history in this section.

Detailed information on the team itself (not the team's signups for upcoming opportunities) -
can be found by clicking the Manage Team button.

1) Team Members and Hours Served- Provides a quick summary about the team

2) Team Captains- Lists all the team captains for the team

HandsOn Connect - Teams Page 18
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3) New Member- When you click on this button, a window opens allowing you to add new
members as you did when creating a team. Please note that if you do not have a company or
group association with this team, then all new team members must have an e-mail address
and/or phone number. Also, age must be provided for minors, but it recommended for all
team members. And to mark someone as a team captain, you must provide an e-mail address.

4) Email Members, Remove Members, Make Captain- By clicking on the box box to the left of
the member's name, you can perform any of these three options. Remember, to make
someone a team captain they must have an e-mail address.

5) Completed Volunteer Projects- Shows you the history of the team's participation, regardless
of your partcipation in that project.

Managing Participation

I am Captai

Click onthe "+" 10 expand | T

N the team.
1st baptist

Number of Members: 4
Total Hours Served by Team: 2.0

Upcoming Volunteer Opportunities: 2
P ng PP : Other Captain(s): Larry Yahoo

OPPORTUNITY ORGANIZATION WHEN SIGNED UP ACTION/STATUS

Troutco open 3of 4 - Assigned Captain

- Assigned Captain

Then click "Participants” for the

project for which you wish to change
who on the team is attending

When you click on "Participants" a window opens on the screen with a list of all the team
members.

The members that are currently participating will have the box to the left of their name marked,
while those that aren't will not.

To add a team member to this project, simply click on the box to the left of their name. If there
is still space available for the opportunity, they will be added when you click submit.

To remove a team member from this project, simply click on the box to the left of their name to
remove the mark.

After making all the modifications, click "Submit."
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SELECT TEAM MEMBERS FOR THIS PROJECT

MAME EMAIL PHONE

Valerie Volentesr  trovtco+training_wvoluntesr@...  951-123-1234
®| 4] Village (210) 1234587
®| Cal Village (210) 1234867

Abbry Village artohoc+villagel@gmail.com  (210) 1234557
@ Artwro Volintesr  antohoc+trainingvolunteerd@...  (210) 1234567

SUBMIT
I ——

You will then see who is currently signed up to participate as part of your team, and can remove
or add team members to this opportunity as desired.

NOTE: If space is tight on an opportunity - we recommend REMOVING team members from the
opportunity first, Submitting it-- thereby freeing up space . Then modify participation again and
sign up others. Because the removals may take place at the same time as the signups -- you

may be told there isn't sufficient space to sign up the new members. (because the system
hasn't updated the removals yet).
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Adding a Small Volunteer Team
Administratively

HandsOn Connect - Teams Page 21



HandsOnConne -:.-'.....i

Administratively Creating a Volunteer Team

We've shown how teams are created on the public site. But what if you want to create a
team administratively on behalf of a volunteer, or to track a team administratively.

Let's start by thinking how you could create a small team administratively.
First we have to create the team.
Then we need to add the team members!

Here's how to create the team!

Creating a New Team

Go to the Volunteer Teams tab, and click on "New"

E L [y fTE P mport Changa Cwmer
Recently Viewed d
5 i i - ma 3
| & - Upidated  few seconds ago Search this list... o e o F
WOLUNTEER TEAM MAME » DRGANIZATION “  DURATION O WISIBILITY = TOTAL MEMEBE.. ' STATUS e
1 Troutco's Ternors Parsistent Private & Actve b

For Volunteer Teams associated with an organization, you can also create the team from the
Organization's record, by going to the Volunteer Team related list and selecting "Create a New
Team"

‘E Volunteer Teams New Volunteer Team -— Voluntesr Teams Help

Action Volunteer Team Name Duraticn Visibility Total Members Status
Edit | el 1BM Employees Persistent Private 2 Active
Edit | Del Wave 1 Team Persistent Private 2 Active
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New Volunteer Team

Information

Owner * Status
9015 HOC Admin o Active -

*Volunteer Team Name

o Lucy's Litter Crusaders
b

Organization Text

QOrganization

° E Advocate Squad b4

—

Description Information
Description

° Volunteers that are part of the grounds committee at American Airlkines
-

Cancel Save & New

1) Volunteer Team Name- This is a required field, but does not need to be unique.

2) Organization- If the team is associated with an organization that is in your system, you'll be
able to make the association through this lookup. (If you created the Team from the
organization's record then this field will be pre-populated)

3) Status- The options are "Active" or "Inactive". Since we are going to use this team, we make
it active.

4) Description- Allows you the opportunity to add a description. This helps people who are
part of a team understand what the teams purpose is.

Once you have completed all the fields, click save.

Next we'll want to associate Team Members with the Team
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Administratively Adding Team Members

All contacts that you wish to associate with a Volunteer Team, must already exist within
your HandsOn Connect instance.

If the contacts do not exist in the system, you can either add the contacts to your system
one at a time by creating new contact records, or you can_import / batch add contacts to

the system

Adding Contacts as Volunteer Team Members (One at a
time)

You can add team members to a team from two starting points.

a) From the Volunteer Team record

b) From the Contact Record, if you are adding an organization's contacts to the organization's
team, you can start at the Organization record, and open the related Contacts in a new tab or
window to create the Team Member relationship.

For both, the "New Volunteer Team Member" button will be present in the Volunteer
Team Members related list as shown in the Team Member record below.

Since we're in the Volunteer Team Record -- let's create a
volunteer team member from here:

u Volunteer Team Members g = Hew

{0 iterns - Refresh this list to view the latest data

TEAM MEMBER [D COMTACT + CAPTAIN HOURS SERVED TEAM MEMEBER EMAIL

Click on "New" in the related list for Volunteer Team Members. This will open the new
Volunteer Team Member screen:
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New Volunteer Team Member

Information

Team Member ID *Status

--None-- -

*Volunteer Team Hours Served

Lucy's Litter Crusaders X 0.00

" Contact Captain o
Search Contacts... -

Tearm Member Email

©
© ©

©

(

Cancel Save & New

1) Volunteer Team- Use the lookup to find the existing team or it will bepre-populated if you
started from the Volunteer Team record

2) Contact- Use the lookup to find existing contacts or pre-populated if you started from the
Contact record. (Note: if the team member is not already a contact in the system - you'll need
to create the contact record first!)

3) Team Member Email- Leave blank. Will populate when you've saved the record.
4) Status- Options are "Pending", "Confirmed", "Declined", and "Former".
For administratively created teams - you can mark 'em pending or confirmed.

If the captain is going to administer the team from the public site -- make the captain's status
Confirmed! Otherwise mark them all as pending if you are just using this as a way of
administratively tracking this 'team'.

5) Hours Served- Leave blank. This field is populated based on this team member's
participation in Volunteer Opportunities as part of this team. Does not show hours volunteered
as an individual.

6) Captain- Check the box if this contact will serve as a Team Captain for this team. All teams
need at least one team captain, and will serve as your contact(s) for this team.

Once you have completed the fields, click save.

Repeat the steps above until all the team members have been added to the team. Use the
Recent Items list to return to the appropriate Volunteer Team or Organization, if necessary.

HandsOn Connect - Teams Page 25



Batch Adding a large team
Administratively

HandsOn Connect - Teams Page 26



Onl

(Advanced) Batch Creating Team Members

There are two ways to batch add team members:

@ Both of these methods require your system administrator to activate these features.

Method 1: Create Team Members from a contact list view

Go to the Contacts Tab, and select any list view (other than "Recently Viewed Contacts". You
may want to create a view that gives you the contacts you want to add to a team.

In the view - put a checkbox next to each contact you want to add to an existing team.

IN the actions menu select "Create Team Members"

Contacts

MNew This Week

| 3items selected

= MAME T ¥ DRGAMIZATION MAME w  TITLE
1 - Do Delta Delta Household
2 «  Jeninifer Talbot Talbot Hoausehold
3 Pete Potato Potato Household
I;I Suzanne Peters Peters Household

New Import Send List Email  »

e Craate Connachons

Craate Team Membars

Warge Contacts

Search this list... -

% BUSINESS PH.. % EMAIL il

o

troutco +jt@pmail.com Sldrmi -
Sadmi b
trowusboo +Sp@gmail.com Sadmi L4

You'll have an option to select an existing team, by using a look-up (if you've already created the

team), OR to create a new volunteer team.
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Step 2

Select the Volunteer Team

Create Volunteer Team Members | | Cancel

Select an existing Volunteer Team to associate the imported contact with:

Volunteer Team

Create a Volunteer Team:

Volunteer Team Name

Organization
Visibility

Description

Create Volunteer Team

Y|
OR
My Mew Team
Troutco Oi.]
Private B

A new team I've created.

-

Create Volunteer Team Members | Cancel

NOTE: The field "Visibility" is no longer used in HOC 3 but IS in this form. Leave the default

setting as 'private"

If you are creating a new volunteer team - click on "Create Volunteer Team" - then your new
team will automatically be populated in the look field 'Volunteer Team" -- NOW click "Create

Volunteer Team Members"

An embedded page at hoc9015--hoc.na78.visual.force.com

says

Team Members created successfully

Method 2: Importing Team Members

In Classic you'll find a link to 'import team members' in the left sidebar.

In HOC Lightning - you'll find an 'import Team members" option in the utility bar:
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i@ CreateVolunteer Opportunity  §s One Step Attendance Reporting + Import Connections @ Import Team Members

In the method - you'll need to prepare a speadsheet of data to import. You can get the relevant
info you need by running a report on the contacts you wish to import.

1. Include the Contact ID column in the report. The Contact ID is the Salesforce ID for that
record and is a 15-18 digit alphanumeric number
2. Exportthe report as a .CSV file.

Importing Team Members - Step 1

This first step is the only thing different than Method 1 above. Since you are not selecting the
contacts from a 'list view' -- you'll need to decide which contacts you wish to import as team
members, but including a file that has the contact ID of each contact you wish to add.

m_m Volunteer Events VWolunteer Opportunities Volunteer Teams

! Step 1

Create Team Members - Select Contact File

Next | | Cancel

Selectthe .csvfile of contact records you wish to use. | Choose File |°e chosen

MOTE: File must contain the Contact Salesforce.com ID for matching of the recards.

Select column that contains Contact Salesforce ID:) -MNone— |E|
. --Mane--
Dropdown will Do  He )
based on the column Next| | Salutation =
headings in the First Name
selected .csv file Last Name
Title
N ’ Home Street
HeAmam Mt

Importing Team Members - Step 2

From here, the process is the same as when selecting from a list view as described above.
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Step 2
Seplect the Volunteer Team

Create Volunteer Team Members | | Cancel

Select an existing Volunteer Team to associate the imported contact with:

Volunteer
o Team Cﬂ
b
OR

Create a Volunteer Team:
Use the lookup to
select an existing

Organization  haja Ajrlines Q) -{gac':‘eg{eu:eng:\?ggleds

isibili . If you are creating a
R private [+ ne{v one click on £l’he
"Create Volunteer

Team" button before

clicking on Create

Vaolunteer D
elta Employees
Team Name piay

Description  Dajta Employees atthe Atlanta
Headquarters |

Volunteer Team
Members.

Create Volunteer Team

o Create Volunteer Team Members | | Cancel
—
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Team rules and page text updates available
by request

By default, teams work as described in this manual's chapter "Team Overview" However,
in order to meet the different needs of a range of organizations that work with groups of
volunteers, there are number of customizations available that can be enabled in your
instance of HandsOn Connect by request. This article summarizes the range of team
variations and changes that are available, centralizing the notes on the many new team-
related options that have been rolled out over the last year and announced via release

notes:

Option: Change the default team creation rules

This article summarizes the default rules for the creation of teams. If however, you wish to
disable the default team rules, and instead require (or not require) certain fields, this can be
done by request. See this article for more information.

Option: Associate teams with selected organizations in
your data

By default, when creating a team, you are not required to name an associated organization.
Even when someone fills in an organization name, it is just a text reference to the organization,
and not automatically associated with a corresponding organization in your data. With this
option enabled - you can require a search of your existing organization database, and have
team captains make that association if it exists. See this Chapter for information on how this

option works, and how to administratively update your data to determine which organizations

become searchable.

Option: Allow team captains to sign up anonymous
volunteers

A team is always made up of named team members who can then be signed up for a volunteer
opportunity by the team captain. With this feature enabled, a team captain, during opportunity
sign-up, can sign up existing team members AND reserve spaces for unnamed volunteers
(guests / anonymous slots). See this article for a description of how this option works, and how
to administratively enable it. (Note: This feature can be enabled by your system administrator
and requires no request to the support team in order to use).
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Edits possible on team-related system pages.

We continue to expand the Beta Program of being able to request changes to the Team
Creation Process, and changing the default text on a number of team-related pages. Here is
the list of pages where the content can be changed for you by the support team:

/my-teams

Team Information For

Art Trout
—

Use this page to view and manage all your team activities. If you are a team captain you can:

« Modify who on your team is signed up for upcoming opportunities by clicking on the
"Participants” link for an upcoming volunteer opportunity.

s Add or update your team membership by clicking on the 'Manage Team' button.

+ Remove your entire team from an upcoming opportunity by clicking on the 'Remove
Team' link.

L -

| am Captain of These Teams

| am Member of These Teams

+ /my-teams/details

RETURN TO MY TEAMS PAGE

Team Details For

2

Art's Warriors Team Members oo
0

% Total Hours Served by

A team is a group of people you have organized to volunteer for one or more opportunities. You do not Team
need to create a new team for each opportunity. You can sign up one or more members of your team for
different opportunities.

Use this page to add additional team members, remove someone who no longer wishes to volunteer as
part of your team, or to email those members who have email addresses.

—

TEAM MEMBER LIST FOR ART'S WARRIORS ADD NEW MEMBERS

Mame * E-mail Phone
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+ /my-teams/create

Create a New Team

Why volunteer alone? Use this form to create a family, club, or corporate team. As a Team Captain, you can signup your team

members for volunteer opportunities and manage their participation. To get started, please complete the information below.

CREATE TEAM

Step 1: Enter Basic Team Information

/Opportunity-Signup-Team/
/Opportunity-expressinterest-team/

You can add additional content to place on the page that appears when you sign up or express
interest as a team (in case you want to add additional information

Opportunity Sign Up

ree Planting

Troutco

OPTION 1: CHOOSE ONE OF YOUR TEAMS

Choose a Team: Select One =

SELECT

OR

OPTION 2: CREATE A NEW TEAM

Put together your own team of people to work with on this opportunity.

CREATE TEAM

While these pages are not yet accessible to you in the CMS - the support team has access to edit
the text for you if your business needs require it. Please open a support ticket if you need this

text edited on your site, and indicate which page(s) and the content you wish to have to replace
the editable content on these pages.
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¢ You do have direct access to edit the Success Pages after a team signs up or expresses
interest. Those pages are available in the CMS under Content / Pages

* Volunteer Opportunity Confirmation - Team Express Interest
* Volunteer Opportunity Confirmation - Team Sign-Up

A\ This capability is still in Beta - and may not be available for all site designs.
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(Beta) Associating Teams with
Existing Accounts/Organization
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What's new about creating teams with the
"Associate Teams with Existing Accounts"
option activated.

How Team Creation works by default

When creating a team, there is an optional field called "Company/Group Affiliation". This ia text
field that gives you some idea about the group creating the team:

CREATE TEAM

Step 1: Enter Basic Team Information
Tearm Marme 4

am Description B *

Company Group Affiliation

In Salesforce, when the team record is created, this '"Company/Group Affiliation' populates the
field "Organization Text".

Then, if you wish to associate the team with an existing organization record, you can manually
edit the lookup field "Organization" and actually associate the team with an existing
organization, if you desire.

v Information

Crwner * Status
9015 HOC Admin .
Active i
*Volunteer Team Mame Total Members
. 3
Valerie's Volunteers
—_—————————————————
Organization Text Hours Served
15.76
Troutco
Organization
Search Organizations...

What changes if you opt into "Associate Teams with
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Existing Account”

1) A new field "Type of Group" is added to the team creation process. This allows you to get
more information about what sort of group the team is:

The picklist options can be added to or edited (except for "Family & Friends", which has a
special function with this feature.

CREATE TEAM

Step 1: Enter Basic Team Information
Team Name =

Team Description . =

Type of Group = ¥ Salect

Club or Civic Group
Corporate
Faith Based Organization

Company/Group Affiliation

Family & Friends
Step 2: Add Team Members Nonprofit Organization
Orther

First Name - Last Name *

2. The field "Company / Group Affiliation now becomes a 'smart search'. You administratively
decide which accounts/organizations in your Salesforce information you want to appear as
options, and when the team captain types in the company/group name -- it will look for
matches from your Salesforce data, and allow any existing organizations (that you've specified
to show up in search), to be selected.
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CREATE TEAM

Step 1: Enter Basic Team Information
Team Mame *

Team Description . E

Type of Group * Carporate l

Company/Group Affiliation Search and Select an Organizam -

N,
Step 2: Add Team Members |

Stark Industries

Valerie Violunteer
Troutco

Vet Projects

il Williams Innovations

If an existing match is found and selected:

The Team Record will automatically populate the lookup field and associate the team with the
organization record.

If an existing match is not found:

If someone types in a company or group name that isn't in your Salesforce data as an existing
account you've enabled for team lookup - then a message will be displayed:

Step 1: Enter Basic Team Information
Team Name *

Team Description . =

Type of Group *

Carporate v
Company/Group Affiliation Search and Select an Organization a
Sony
Step 2: Add Team Members |
First Name * Last Name - Can't find your organization? Click here to enter a new "“

R .
arganization

Clicking on "Click here to enter a new organization" will put whatever Company / Group
Affiliation they've entered into the team record in the field "Organization (Text)" as it did
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previously. (It will not create a new account in Salesforce -- but you can choose to do that if you
desire -- or just except the affiliation name text as a reference to the team.

¢ The advantage of using this feature is that IF you have existing organizations that you
wish to associate with teams - this feature will automate that process for you.

What about groups of type "Family & Friends"?

If the type of group is specified as "Family & Friends" - then the "Search and Select your
organization option" will not be displayed. This is because you are not going to have
organization records for families and teams made up of friends.

By not displaying the "Search and Select" dialog, it saves them a step and possible confusion :-)

How do you start using this feature? How do you determine
which organizations to include in search?

See this article for information on requesting this feature, and the administrative steps you
need to do to begin using it.
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Administrative Speedup to begin Using
Team Creation with Account Lookup Feature

If you wish to start using this feature - your system administrator will have to do some mass
data updates and determine how to handle new accounts in the future. Read through this
article to see if you're comfortable with the needed administrative speedup required.

There are three steps to start using the new Team Creation with Account Lookup Feature.
This should be done by your system administrator.

1. Request that the Feature be Activated for your
organization

Open a help ticket and request adding the "Team Creation with Account Lookup" feature.

Because you'll be altering the default team creation rules by adding the field(s) organization
lookup and type of group, you'll no longer be able to use the Default Rules for Team Creation.
So please define which fields you want to make visible, and which fields you want to make
required when creating a team:

+ Team Description
+ Email

* Phone

+ Age

+ Type of Group

The fields Team Name, First Name, and Last Name will remain visible and required, but the
others can be hidden and/or required.

These new settings will replace the default team creation rules which are:

"When creating a team the fields Team name, Description, First name and Last name are required.
Also required are EITHER a unique email address OR a phone number for each team member UNLESS
a value is put in the field Company/Group Affiliation, in which case you do not have to supply an
email OR a phone number for the team members."

When activating this feature - you can no longer use the either/or requirement for email /
phone number. (Also note that if you make email address required, each team member will
have to have a unique email address, which can make it difficult to create family teams, or
teams where the captain does not wish emails to be sent to team members).

2. Add two new fields to page layouts (and check profile
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access)

Accounts (Organizations)

Add the field "Use for Team Creation" to the page layouts for Business and NonProfit
Organizations.

Do not add it to the page layouts for Household or Individual Accounts:

Check the System Admin and Staff profile and make sure they have access to read and write to
this field.

~ Organization Information

Organization Owner Organization Record Type

g 9015 HOC Admin Monprofit

Organization Mame Crganization Type

Troutco Monprofit

Also Known As Volunteer Management Status

Active Partner

Parent Organization

Federal EIN Primary Volunteer Contact
Art Trout

Invitation Code
troutco

Use for Team Creation Lookup

Volunteer Teams:
Add the field "Type of Group" to the page layout you are using for Volunteer Teams.

Check the System Admin and Staff profile and make sure they have access to read and write to
this field.

Information
Owner  Sample Text % Status Sample Text
# ® yolunteer Team  Sample Text &) Total Members 90,067
Name
Organization Text  Sample Text ) Hours Served 293.28
) jration e L

Type of Group  Sample Text
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Optional: If you wish to edit the picklist values of "Type of Group" you can do so.
However, do not delete, edit, or change the picklist value "Family & Friends", as it has a
special function when using this feature.

3. Update Existing Account Records you wish to be
searchable when creating teams.

For any account record you wish to be searchable and associated when creating a team --
update the account record by checking the checkbox "Use for Team Creation Lookup". Only
those accounts with this box checked as true - will be found when searching during team
creation.

The easiest way to do this would be to create a list view of accounts that you'd like to
include, include the 'Use for Team Creation Lookup" field in the view - and do a 'mass
update' of account records (what record type at a time).

See this video for a quick tutorial on how to do a mass update of account/
organizations records to include them in the team lookup once you have it activated.
(The video also shows you how this will work on the website):

https://screencast.com/t/5C2505034asB

How do you want to handle new organizations in the
future?

(i)

If, going forward, you ALWAYS want to include all new organizations that are created in
team creation search - you can write a workflow rule or process, that says "When a
new organization is created of record type Business or NonProfit" then - as an
immediate action, update the field "Use for Team Creation Lookup" to True.

Or just update the field on a case by case basis when you create new organizations.
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Example of a process to automate including new accounts in
team creation search:

START Choose Object and Specify When to Start the Process
Object* @
+ Add Object
Crganization -

Start the process®
© only when a record is created

when a record is created or edited

1 I TIME
TRUE IMMEDIATE ACTIONS LAPSE
v Advanced
Recursion - Allow process to evaluate a record multiple times in a single transaction? @
FALSE fes

STOP

This was created using process builder:

Add Object: Organizations

New Process

Process Name* API Name* @

[HOC-LD] Include Organizations in Team Creation Loo HOC_LD_Include_Organizations_in_Team _Creation_Lc

Description

Update field "Use for Team Creation Lockup" when creating new accounts

The process starts when*

A record changes v l

Criteria: check Organization Record type > Record Type Name is equal to Business OR
Nonprofit
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START

1:.'r;gr_mi::7.-tiu:|n

TRUE IMMEDLATI

FALSE

STOPR

Define Criteria for this Action Group

Criteria Name*

I Record Type is Business or NonProl

This field is required.

Criteria for Executing Actions®
Q Conditions are met
Formula evaluates to true

No criteria=just execute the actions!

et Conditions

Field* Operator* Type* Value*
n [Account] Rec.., Equals - string A Business
[Account] Rec... © Equals *  String *  Nonprofit
+ Add Row
Conditions™

All of the conditions are met (AND)

© Any of the conditions are met {OR)

e Oy T S

Immediate Action:
Team Creation Lookup to True.

Expand All Collapse All

START

CQrganization

Record Type |s

Business ar TRUE IMMEDIATE ACTIOMNS
Mdgin
+ Add Action
FALSE
=+ Add Criteria TRUE IMMEDIATE ACTIOMNS
FALSE

Update a record (The record that started the process). Update Use for

Wiew All Processes Clanes Edit Properties
Select and Define Action
Action Type®
Update Records -
Action Name* @
Update Use far Team Creation Loo
ThEe
Record Type*
[Account] Q
Criteria for Updating Records®
Updated records meet all conditions
-o No criteria—just update the reconds!
TIME Set new field values for the records you update
LAPSE
Field* Type* Value*
Use for Team Creation Lookup - Boaolean L True

=+ Add Row

Save and Activate this process and whenever a new business or nonprofit organization is added

to the system, the Use for Team Creation Lookup checkbox will be marked as true.
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(Beta) Allowing Team Captains to sign
up anonymous volunteers
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(Advanced) Allowing Team Captains to
reserve space for unnamed team members

By default, team captains who wish to sign up team members for occurrences of volunteer
opportunities, must first create a team, and name all the team members they are signing
up. Subsequently, they can choose an existing team, and again, say which named team
members they wish to sign up for the opportunity.

This practice has been the norm in HandsOn Connect, as it more or less forces a team
captain to actually know who is attending as part of their team, and avoids the danger of
them over-estimating how many people they expect to attend as part of their team.

However, in some circumstances, there are occasions when you have an opportunity that
needs a large number of volunteers and/or you are working with large teams, often
corporate teams, who want to 'reserve' space for a team of 25 people - but may not know
who those people may be yet. In those scenarios, you may want to allow a team captain to
sign up a team of themselves, perhaps 4 or 5 people whose names they know and have
added to the team so far, and maybe also 'reserve' an additional 20 slots for team
members yet to be named.

In the past, this was only possible to do if the team captain contacted the opportunity
coordinator, who then reserved x number of "guest volunteer' slots in the connection
associated with the team captain. (In some cases, team captains made up imaginary team
members named 'anonymous team member 1, 'anonymous team member 2' etc... which
reserved the slots, but made a bit of a mess of your data :-(

With this new feature (if enabled by your system adminitrator) - its possible for you
selectively choose Volunteer Events, Volunteer Opportunities, or individual occurrences,
where you opt to ALLOW a team captain to reserve slots for unnamed team members, as
part of the signup process. Here's how it works!

Indicate any event, volunteer opportunity, or occurrence,
where you wish to allow team captains to reserve
anonymous slots

There is a new field that your administrator can add to the Volunteer Event, Volunteer

Opportunity, and/or Occurrence page layout. (See this article for instructions on adding this
field). The new field is called "Allow Reservation of Anonymous Slots".
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When checked as true in a Volunteer Event, All Volunteer Opportunities and their occurrences

will allow team captains to reserve anonymous slots when signing up their team.

When checked as true in a Volunteer Opportunity, all occurrences of that opportunity will allow
team captains to reserve anonymous slots when signing up their team.

When checked true in an occurrence -- that occurrence of the opportunity will allow team

captains to reserve anonymous slots when signing up their team.

» Volunteer Event

Technology Event

« Back to List: Customn Object Definitions

Voluntes)

Volunteer Event Detail Edit

¥ Information

Owner |7 9001 HOC Admin [Change]
Volunteer Event Name  Technology Event

wid MR 3 L2 Wil a

w [ leam captains to reserve
anonymous slots for all volunteer
opportunities that are part of this
event.

It is available in all three objects so that you can quickly determine how granularly you

wish to deploy this option. If, for example, you turn it on at the volunteer opportunity
level, you do not need to set this value for each individual occurrence. The Volunteer
Opportunity setting will influence all the occurrences associated with that opportunity,
even though the value of the field in the individual occurrences will not be changed.

What a team captain sees when signing up their team, with
this setting 'on'

When a team captain creates a team, they can list themselves (as team captain), and if they
know any other team members, they can enter them as well. They can also choose to create a
team, and only add themselves as team captain.
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In this example, Kenny Kiosk has formed a team "Kenny Cares". Right now he only knows two
team members, Carla and Sally, but he plans to have a team of 10 members eventually, and
wishes to reserve an additional 7 slots for team members he doesn't have the names for yet.

During team signup, he signs up Carla and Sally and himself -- but now sees a spot to enter
"Additional Unnamed Team Members". And he sets that to 7. This will reserve 10 of the
available slots for this opportunity. (He can see how many spots are available so that he won't
accidently reserve more space than is available. (If he tried to sign up more spaces than are
available - he'll receive an error message and be able to correct the number of slots he's
reserving.

Kenny Cares

Step 2: Select Team Members for This Opportunitg (101 Spots Available)
e —

Additional

Unnamed
B+ Eirst Name E-mail Phone Age

Team

Members
o Carla Campar o
Sally Day o

. = 7
Kenny Kiosk (C) Juan.)+ 75 3@ avvlato.com 107
—_

There are no additional questions at this time. Please click submit below.

When he clicks submit, he's asked to confirm and given a message about how many slots he's
reserving:
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| &
You are about to register all 2 of your team members for this
opportunity, and / additions
1ot correct, please cancel anc
e not attending and the nu :
additional, unnamad tEam m
|

When he clicks continue -- the success message will reflect what he's done, and display any
messages regarding any named team members who did not meet the requirements for the

opportunity:

Success!
Your team has been signed up and scheduled to attend this opportunity. You will soon receive a confirmation email that will include additional
information about your project including project address, driving directions, and contact information for the coordinator of this opportunity.

Please Mote: Any volunteer under the age of 18 will need a signed parental consent form to participate.

Opportunity Details: Opportunity Team Reserve Slots on Friday, May 31, 2019 from 4:00 PM - 7:00 PM Add to Calendar

The following team members were signed up:
- Kenny Kiosk
= Sally Day

Carla Camper

You also reserved space for 7 unnamed team members. As these team members become known, please update your team roster on the My
Teams page and edit your team’s participation to replace unnamed team members with named team members.

© Note: When allowing a captain to reserve anonymous slots, no restrictions are applied
to the 'guest' volunteers as no info is known about them at this time. If and when the
captain replaces the anonymous slots with named team members, restrictions will be
applied to the named team members. Anonymous team members will remain
anonymous and not have restrictions or screening of any kind applied. So enable this
feature only when you are comfortable with team captains honoring any restrictions
associated with the opportunity.
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On the back end, where are the anonymous volunteers
tracked?

When this feature is enabled, the connection of the team captain has the 'guest volunteers'
incremented to reflect the number of unnamed team members the captain has reserved slots
for. The number of available slots for the opportunity will be decremented by the number of
actual connections PLUS the guest volunteers slots reserved in this manner.

How does a captain edit the number of guest slots they are
holding?

After signing up the team. The captain can, as always, add additional team members to their
team. (by going to My Account / My Teams / Manage Teams / Add New Members). After adding
new team members (perhaps naming some of the anonymous team members), they can then
click on the "Participants" link and edit the number of anonymous slots being held.

For example, Kenny now goes to 'manage team' and adds a new team member, Brenda Scotch.
He then clicks on the participants link to update his participating team members.

As before, he can add additional team members to the opportunity (space allowing), and/or
remove team members. But now he can also edit the number of anonymous slots he's holding.
So in this case he adds Brenda and lowers his 'unnamed team members' from 7 to 6.

Participants

Select which team members are participating in this opportuniv‘ (91 spots available)

Main Additional Unnamed Team
Namea ! Email Address ”
Phone Members
Sl brenda@brenda.com
Scotch
Carla
Camper
K
enny juan.j+753@avviato.com 6
Kiosk

Sally Day
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Team Members Updated

The following team members were signed up:

IN this way - Kenny can update the number of 'reserved spaces for unnamed team members' at
any time up until the opportunity takes place.

When the opportunity takes place, the person checking in volunteers can note how many of the
unnamed team members actually attended, and update the 'guest volunteer' count in the
captain's connection.

See this article for information on how system administrators can add these new fields if you
want to start using this feature.

See this article for information on how unnamed team members are handled IF you are using

the check-in kiosk to check in teams.
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