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What is the Sharing Portal?

HandsOn Connect is made up of three different user experiences each with its own
interface:

Public Site: Your public website is available to anyone arriving at your public URL. On the
public site volunteers may register and get granted a volutneer profile, which 'unlocks'
additional abilities on the public site.

Sharing Portal: Users who are granted 'partner staff' or 'volunteer leader' profiles log in
via the public site, but are then taken to the sharing portal, where they have functionality to
recruit and/or manage volunteers. Sharing Portal users are able to navigate back to the
public site and use its features as well.

Administrative Site: This is the back-end of HandsOn Connect and requires a Salesforce
license. Administrative site users are able to access all features and functionality, and can
'log in' to the public site as any volunteer, volunteer leader or partner staff.

In this manual we'll be going over the features and functions available in the Sharing Portal.

Are all sharing portals the same?

No. The experience in the Sharing Portal is different depending on the 'profile' of the user
logging in. The two primary profiles using the sharing portal are:

+ Partner Staff
* Voluneer Leader

The 'permissions’ of what each profile can access and do in the sharing portal can be
customized for you as part of the HandsOn Connect onboarding process. If you wish to change
or extend the permissions for a profile, open a support ticket and the profiles can be adjusted
to meet your business needs.

Because different menu items and functions may or may not be available in your configuration,
this manual will discuss the generic, out of the box configuration of the sharing portal. The
screenshots and layouts shown here may be different in your version of the sharing portal.

Partner Staff Profile

Partner staff are typically staff members at a non-profit organization who are partners with
your organization. Anyone with partner staff access has the ability to view and work with

HandsOn Connect - Using the Sharing Portal Page 4



Onl

records pertaining to their organization. They will not have acccess to contacts, volunteer
opportunities, or information from other organizations.

By default, in the sharing portal, partner staff are able to do the following;:

+ Create Volunteer Opportunities managed by their organization and submit them for
approval

+ Manage existing volunteer opportunities, and view / edit the details, occurrence dates,
approve or reschedule volunteers, etc.

+ Report Attendance and Hours

+ Update information about their organization

+ View contact records of volunteers who have volunteered with their organization

+ Return to the Volunteer Portal to update and manage their personal information as well as
use other volunteer functionality.

Volunteer Leader Profile

Volunteer Leaders are typically trained by your organization, and made the opportunity
coordinator of a project that is serving either your organization or one of your partner
organizations. Volunteer leaders are only able to see the details of Volunteer Opportunities
and Occurrences where they are assigned as the Opportunity Coordinator. They will not have
access to information about other volunteer opportunities or occurrences.

By default, Volunteer Leaders are able to do the following in the sharing portal.

+ Manage existing volunteer opportunities, and view the details, approve or reschedule
volunteers, etc.

* Report Attendance and Hours for the projects they manage

+ View contact records of volunteers who have volunteered for a project they led.

+ Return to the Volunteer Portal to update and manage their personal information as well as
use other volunteer functionality.

HandsOn Connect - Using the Sharing Portal Page 5
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Navigating the Sharing Portal

The left side of the sharing portal has the navigation to get to the different functions
available in the portal. The exact items in this menu will vary depending on the profile of
the portal user, and whether or not you've activated certain features in the portal.

A typical partner staff navigation menu

See the next articles for details on each navigation item

[routco
P

Home

Volunteer
Opportunities

Report Attendance
Contacts
My Qrganization

Return to Volunteer
Portal

A typical Volunteer Leader Menu

HandsOn Connect - Using the Sharing Portal
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Leader Household

Home

Volunteer Opportunities

Report Attendance

Return to Volunteer Portal
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Home Page

The Home Page is where users arrive when they first log into the sharing portal.

The Home Page content can be updated to display messages by your system administrator.

A separate home page can be created for users with Partner Staff portal access vs those
with Volunteer Leader portal access.

Navigation to the portal is in the left sidebar.

Home Page

IT'S A GREAT DAY TO
COORDINATE VOLUNTEERS'

[routco
)

Home
i Thank you for your continued service as a volunteer coordinator. Mot only do
we depend on you but our valunteers do. too. Quick reminders for yaur tifme
Yolunteer here in the coordinator porta

! Opportunities
PR 1. Have you verified atbeéndance for volunteers who have already

participated?
' Report Attendance

2. Hawve you approved any new volunteers who have expressed interest?

3. Are all of your volunteer oportunities and shifts up to date?
I Contacts BRely i : i

Remember: When éveryone does a little, a LOT gets dona!

{ My Organization

I Return to Volunteer
Portal
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Volunteer Opportunity Types

HandsOn Connect offers different opportunity types to meet the different ways that
organizations recruit and manage volunteers.

There are two different ways of 'scheduling' volunteers:

+ Date and Time Specific Opportunities
* Individually Scheduled Opportunities

Each of these two schedule types has two "Registration Type" variations, which gives us a
combination of four different volunteer opportunity types

+ Date & Time Specific - Full Sign up

« Date & Time Specific - Express Interest

* Individually Scheduled - Express Interest with Schedule
* Individually Scheduled - Express Interest Only

Which opportunity type you create depends on how you want to recruit and manage
volunteers.

Here are the Four Types of Volunteer Opportunities you can create. Use the correct
combination of Schedule Type & Registration Type to recruit and manage volunteers
for your needs:

¢ Ifyou prefer to see this same material presented as a video — a video is available at
the end of this article.

Schedule Type = Date & Time Specific

Use this type of schedule when you need a certain number of volunteers, all of whom will be
volunteering on the same date, start time and end time. You can create one or more
‘occurrences” of dates and times for this opportunity. Use this type of schedule if you need, for
example, 5 volunteers on Monday from 6:00 pm - 8:00 pm, or every Monday from 6:00 - 8:00

pm.
There are two Registration Types available for Date and Time Specific Opportunities:

1. Sign up - Used with Date and Time specific schedule to automatically sign up and confirm
any volunteer who meets the opportunity requirements (such as minimum age, background
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check required, etc). If they do not meet the restrictions, they will not be able to sign up and
will receive a message saying what restrictions they have not met. When the maximum
attendance for the date's occurrence is reached, volunteers have the option of joining the
waitlist for that opportunity, or signing up for a different date and time of the same
opportunity if it's available.

2. Express Interest - Used with Date and Time specific schedule, this registration type allows
volunteer to express interest in that occurrence, but they are not automatically confirmed.
The opportunity coordinator must then review and either confirm or decline that volunteer
to participate. This registration type is useful if you need to do background checks, wish to
interview your volunteers or go through other processes before confirming a volunteer to
participate.

The volunteers initially sees the upcoming opportunity as 'pending' - and when they are
confirmed for the opportunity they receive an email notification that they have been
confirmed. (It's also possible to decline a volunteer if they are unsuitable for the
opportunity).

Create Volunteer Opportunity

Opportunity Name *

Help Repaint Edison Middle Schoal
Schedule Type
#@ Date & Time Specific

Indiwidually Scheduled
Registration Type

& Sign Up

Express Inferest

Schedule Type = Individually Scheduled

Use this type of schedule when you have a flexible schedule of when you need volunteers, and
each volunteer may be scheduled to attend at a different date and time over an extended time
period. Each volunteer for this opportunity can be scheduled to attend on a different date and
time based on their availability. Volunteers can express interest for this opportunity as often as
they like making this ideal for ongoing volunteers when scheduling can be flexible. This
schedule type can also be used when you simply want volunteers to express interest, without
having to specify when or where the volunteer activity will take place.

There are two Registration Types available for Individually Scheduled Opportunities

3. Express Interest with Schedule - You define a schedule of times when volunteers are
needed (i.e. Mondays 9 - 5 and Fridays 9 - 12) on an ongoing basis or to a specified 'end date'.
Volunteers can then express interest in the opportunity and propose one or more times they
are available to attend within the schedule youve defined. The opportunity coordinator then
simply confirms the volunteer if they approve the date(s) and time(s) they wish to volunteer.
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This allows significant flexibility in scheduling individual volunteers and works well for ongoing
commitments to volunteer. Opportunity Coordinators can also administratively schedule
volunteers for one or more date & times for this ongoing opportunity.

4. Express Interest Only - Use this schedule type when you simply want to allow a volunteer to
express interest in an opportunity, without proposing when they will volunteer. Opportunities
of this type do not require a location for the opportunity so it works well for virtual
opportunities or expressing interest in receiving further information, joining a committee that
doesn't yet have a schedule of meetings, etc. There is no need to confirm or schedule
interested volunteers, though you can choose to do so administratively if you wish. This simply
generates a list of interested volunteers and what you choose to do with this information is up
to you. Volunteer merely express interest, and do not see it as an 'upcoming opportunity’
unless you elect to schedule them for a specific time and place to volunteer.

Create Volunteer Opportunity

ODpportunity Name *

Are you interested in becoming a board member?
Schedule Type
Date & Time Specific

& Individually Scheduled
Registration Type

Express Interest with Schedule

®  Express Interest Only

Examples: How the different opportunity types appear to
volunteers on the pubic site:

Date & Time Specific - Full SignUp:

Multiple dates and times (occurrences) are shown -- the volunteer sees a 'Sign Up' button. if the
opportunity is full, they see a button to join the waiting list.

HandsOn Connect - Using the Sharing Portal Page 13
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English as a Second Language  'ssueAreas

Talent Development

Troutco | http://www.troutco.com REQUIREMENTS
Age Minimum (with Adult):18+, Minimun
Teach spanish to young people using our bilingual site. Age:18+

@ SHARE THI5 OPPORTUNITY

Sign Up
FRIDAY, JULY 28, 2017 FROM 7:00 PM - 10:00 PM °

Location: River City, CA 92506
Volunteer Limit: 5 Spots Remaining: 4

Opportunity Leader: Art Trout &

Full opportunity address and directions will be sent to you by e-mail after you sign up.

SIGN UP Or sign up with a team. 0

[+]

THURSDAY, AUGUST 10, 2017 FROM 8:00 PM - 9:00 PM

FRIDAY, AUGUST 25, 2017 FROM 7:00 PM - 10:00 PM °

Date & Time Specific - Express Interest

Multiple dates and times (occurrences) are shown -- volunteer sees 'express interest' button

Opportunity Details

Children of the ng ht ISSUE AREA(S)

Hunger & Homelessness
ww. troutco.com POPULATION SERVED
Homeless
REQUIREMENTS
Age Minimum (with Adult):18+, Minimum
Age:18+

Troutco | http:/

Volunteers are needed to provide workshops at the
Children of the Night shelter home in Van Nuys,
California.

Organize a 1.5-hour activity on a hobby or special
interest (i.e. arts & crafts, makeup, improv, comedy, acting, animation, first aid, dance, yoga, jewelry
making, magic, origami, self-defense, etc.). Volunteers are asked to provide all materials necessary for
their activity.

© SHARE THIS OPPORTUNITY

Express Interest

WEDNESDAY, AUGUST 2, 2017 FROM 6:00 PM - 8:00 PM °

Location: Louisville, KY 40202
Volunteer Limit: 500  Spots Remaining: 500

Opportunity Leader: Art Trout &

After expressing interest, the opportunity leader will contact you to cenfirm your participation
and pravide directions for this opportunity.

EXPRESS INTEREST Or express interest with a team 0

Individually Scheduled - Express Interest with Schedule

HandsOn Connect - Using the Sharing Portal Page 14
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The time period volunteers are needed is displayed, and Volunteer can 'express interest".

Upon clicking on the Express Interest button, they can express interest in one or more dates &

times they're interested in volunteering.

The Opportunity Coordinator can then review the dates they've expressed interest in
volunteering, and confirm or decline them. (They also have the option of rescheduling the
volunteer for one or more dates if desired).

Opportunity Details

Reading with Kids SSUE AREA(

Adult Education
d REQL
Age Minimum (with Adult):18+, Minimum
We need volunteers to come into our lab and read with kids Age:18+

Choose the times you'd like to volunteer and we will check our
schedule and confirm you to attend at the time(s) you have chosen

L+ I ' iIS OPPORTUNITY

Express Interest

VOLUNTEERS NEEDED THROUGH 10/29/2018

Location: New York, NY 12345

During The Following Time Periods:
* Monday: 3:00 PM - 5:00 PM

* Tuesday: 3:15 PM - 5:15 PM

» Wednesday: 3:00 PM - 7:00 PM
* Thursday: 3:00 PM - 7:00 PM

» Saturday: 9:00 AM - 1:00 PM

Opportunity Leader: Art Trout &

After Expressing interest in one or more dates and times you'd like to volunteer, your
availability will be sent to the Opportunity Leader who will review and confirm when you should
attend.

+ == How do you want to Express Interest? --

For a specific date and time
For a regular, recurring schedules of dates

Individually Scheduled - Express Interest Only

The description gives the details and tells the volunteer what to expect. The volunteer can

express interest, but does not schedule themselves. The opportunity may or may not have a

location.

HandsOn Connect - Using the Sharing Portal
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Opportunity Details

Help with Hurricane Valerie ISSUE AREA(S)
Adult Education
Recovery Efforts R
Age Minimum (with Adult): 18+, Minimum

Troutco | http:/ /i

MWL TFrOULCo.Ccom AQE:18+
'Thousands of people who have become displaced as a
result of Hurricane Valerie, We know you want to help, but for now, our community urges volunteers to
stay at home until specific, organized projects are put together to help with the response.
By clicking on the express interest button below, you'll be added to our Disaster Response mailing list
and we'll send you a weekly bulletin with the latest news about recovery efforts, with links to specific
response opportunities that have been published on our site and your help is needed!
Thanks for your great heart and spirit and your interest in helping with the recovery.

© SHARE THIS OPPORTUNITY

Express Interest

VOLUNTEERS NEEDED THROUGH 12/31/2017 °

Opportunity Leader: Art Trout =

After Expressing interest, the Opportunity Leader will be notified of your interest and will
contact you with further details or to schedule you for this opportunity.

EXPRESS INTEREST

Video: Volunteer Opportunity Types

Start watching this video at 1:53 in the video timeline.
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Creating a new Volunteer Opportunity

HandsOn Connect makes it quick and easy for you to create a new volunteer opportunity.

After you create the opportunity, it will be sent to your system administrator who will
review and publish the opportunity.

Go to Volunteer Opportunities menu and Click on "Create
Volunteer Opportunity”

Volunteer Opportunities

[routco PN s

Schedule Reglstration
Type Type

Actlons Mame Posting Status

This is approved and published fors
Yo are managing
Troutco

sehool Reading to Kids (150)
Home
o Children of the Night
ety
vay of Caring 2017 Planning
mmi

is approved and published for

Create Volunteer Opportunity Step 1

The actual fields that appear on the first page for volunteer opportunities, and whether they are
required or not will vary depending on how your organization has set its requirements. So not
all feeds described below may appear in your portal. If any field is shown and not mentioned
here - ask your system administrator for an explanation of what the field is used for by their
organization. Here are some of the major fields that will appear:

The fields will also vary depending on the schedule type and registration type of the
opportunity you defined:

HandsOn Connect - Using the Sharing Portal Page 17
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The red * indicates that a field is required. Most fields are self explanatory or have a green ?
help icon which provides further explanation.

1. Opportunity Name - (the name of the opportunity as you wish it to be appear on the
website. Good clear names make a difference! (i.e. "Arts and Crafts with Kids" is a better
opportunity name than "Volunteers Needed"

2. Schedule Type and Registration Type - see this article for a full explanation on the four
types of opportunities that can be created based on these two characteristics.

3. Description - this is the text that describes the opportunity in detail. You can use the
WYSIWYG editor to style the text (very similar to how you would in a word processor), and
can even upload and add images. Keep things as simple text unless you're somewhat
familiar with working on website content. But its a powerful tool if you are familiar with
creating html through a web editing tool like this WYSIWYG editor.

4. Opportunity Coordinator - select the name of the member of your staff (usually you!) who
will be in charge of the volunteers, confirm their participation (if using 'express interest") and
report attendance after the project. (If you need additional staff members to be opportunity
coordinators, you can request that they be added as opportunity coordinators using the My
Organization / Create Organization Contact option.

5. Location - A location is the address where the volunteer opportunity will take place. Any
location you've created in the past is available here to select, or, if you need to create a new
location, select the picklist option "Add a location (next step)". A location is required for all
opportunity types EXCEPT Individually Scheduled / Express Interest Only. If your
opportunity is an IS/ EIO and doesn't really take place anywhere, just leave the picklist value
set to "Select Option" (you'll notice its not required to make a selection in this field for this
opportunity type)

Opportunity Name *

°
Schedule Type
o Date & Time Specific
° Individually Scheduled
=" Registration Type
& Sign Up
Express Interest
Description *
@so @G @ QL EL e ™M amM=ZO0Q/BIUS
H=l | B & B = | Styes = | Format = | Font ~ | Size - A- -
o
o
Opportunity Coordinator *
o Art Trout
Mt
Location *
° Select Option
.

HandsOn Connect - Using the Sharing Portal Page 18
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How many of the following fields will appear in your portal depends on your organizations
configuration and what info is provided on the website.

6. Image - if your organization is 'featuring' opportunities on the site home page, you may be
asked to upload an image for the volunteer opportunity. This image must be square. (Itis
separate from any image that you may have entered in the project description, and only used in
the "Featured Opportunity" portion of the website, if it is enabled.

7. Primary Impact Area - select a value.
8. Population Served - select a value (generally not required)

9. Age Groups Served - By default, "All Ages" is preselected for you - but if your project only
benefits certain ages, then you can change the selection here.

10. Minimum Age - what is the youngest volunteer that can sign up for the opportunity?

(Note: In some sites there are two separate age fields. Minimum Age is the minimum age to
sign up, "Minimum Age with Adult" is a way to say that a young person can volunteer, but only
if accompanied by an adult. If only the minimum age field is presented, the minimum age and
minimum age with adult will be treated as the same age.

11. Maximum Attendance - This field only appears for Date & Time specific opportunities. It is
the maximum number of volunteers you want to sign up before 'closing' the opportunity to
further signups. Any volunteers who try to sign up after the maximum attendance has been
reached, will have the option to join a waiting list and be notified is space is available.

12. Suitable for Groups - a search field for finding projects that are well-suited to groups.

13. RSVP/Seniors - a search field for finding projects that are well-suited to seniors and RSVP
volunteers.

14. Type: if this field is available, its used to indicate if the opportunity is a volunteer service
project, or an "Activity" If you select 'activity' then you'll be asked to specify the activity type.
Activity Types include: Training, Recognition Events, Socials, etc.

15: Minimum Required Level of Verification: Nextthis field only appears if your organization
has enabled background checks via Verified Volunteers.

16. Next - click the next button to get to the next page of the Opportunity Creation Process

HandsOn Connect - Using the Sharing Portal Page 19
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Recommended Size is 350 x 350 px. The image you add here is used if and when your opportunity is spotlighted as a featured opportunity by

the system administrator,

Primary Impact Area *

Adult Education

Population Served

Minimum Age *
18

Maximum Attendance *

20

Suitable for Groups

RSVP/Seniors

Type

& Project

Acthvity

Select Option

© © 00000 © o

Min Required Level of Verification ()

-

Age Groups Served *

Create a Location

If you opted to create a new location in Step 1 - you'll be taken to a Create a Location page. Fill
out the fields to describe where your opportunity takes place. The "Special Directions" field can

be used to identify any special instructions relevant to the location:

@© The field "Location Name" may not have been activated in your sharing portal. If it is
not present, please contact your system administrator and request that Location
Name be added. (This field allows you to identify a building or location by name.

If the field "Location Name" is hidden in your sharing portal, then the Street Address
will be used as the location name for your location.

HandsOn Connect - Using the Sharing Portal
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Create Location

Location Name =

Downtown Library

Street Address *

310 W. Main St

City =

Louisville

State =

KY

Country *

United States

Zip/Postal Code *

40202

Special Directions

If parking in back lock, lock your car. If street parking, be sure to put money in meters if before 6:00
pm.

The final step in creating an opportunity is to set dates for it. The process varies depending on
what Opportunity Type you have selected in Step 1.

Setting Dates for Date and Time Specific Opportunities

Because date and time specific opportunities can take place on one or more dates
(occurrences), you'll be asked whether or not the opportunity occurs on a regular schedule.

If no, then just enter the Date and Start and End Time. You can also Create Additional (non-
regular) occurrences, for additional dates by clicking on "Create Additional Occurrences".
When you are done entering your date(s), click on "Create".

HandsOn Connect - Using the Sharing Portal Page 21
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Create Volunteer Opportunity - Date & Time Specific

You have the opportunity to create occurrences for this opportunity that are at various times or occur on a regular schedule (such as every
Monday or 1st Saturday of the month).

Does this occur on a regular schedule?

Yes

& No

No Regular Schedule
Date * Start Time * End Time *

Create Additional Occurrences
==

If you indicate that it has a regular schedule, you can define the type of recurrence (daily,
weekly, or monthly), and the date range for the occurrences. So for example, if | want to have a
project on the 2nd Friday or every month from September to March, | would fill in the fields as
follows:

Create Volunteer Opportunity - Date & Time Specific

You have the opportunity 1o create occurrences for this opportunity that are at various times or occur on a regular schedule (such as every
Monday or 1st Saturday of the month).

Does this occur on a regular schedule?

® Yes

" No

Regular Schedule

Set the date range these occurrences will be created for. (Note: You cannot create more than 52 occurrences at one time.)

Start Date * End Date *

9/11/2017 3/31/2018

Set the start and end time for these occurrences:

Start Time * End Time *
11:00 AM 1:00 PM
Recurrence Type
Monthly v
Monthly Recurrence Type Days of Week
Second b Friday v

Create Additional Occurrences
=3

This would create separate occurrences for the 2nd friday in September, October, November
through March. 7 different dates (occurrences) that volunteers could sign up for to attend.

HandsOn Connect - Using the Sharing Portal Page 22
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Setting Dates and Time Ranges for Individually Scheduled -
Express Interest with Schedule opportunities

For this opportunity type you are requesting that volunteers sign up individually, at times when
you need volunteers.

1. Start Date and End Date - this is the period of time the opportunity will be posted, and
when you are open to having volunteers express interest in volunteering with you.

2. Day of the Week / Start Time / End Time -- for each day you need volunteers, you can set
the time range that they can express in. Pick a day of the week, a start time and end time,
and then click "Add Day & Time" to add it as a schedule item. You can add multiple days and
times as desired so that volunteers will only express interest during the times you need
volunteers.

3. Click Create to finish posting the opportunity with the appropriate schedule of when people
can express interest in volunteering.

In the schedule shown below, we want volunteers for any time they are available betweeen 9
am-11o0r 2 pm -4 pm on Mondays.... and anytime between 9 and 5 on Thursdays.
(Remember: In this opportunity type - volunteers can sign up for any start and end time WITHIN
the schedule you've posted.

Start Date * End Date *

9/21/2017 3/31/2018

Volunteers are needed and can propose availability during the following days/times

Day of the Week * Start Time * End Time *
Monday
Actions Day of the Weeka Start Time End Time

Monday 9:00 AM 11:00 aAM

Maonday 2:00 PM 4-00 PM

Thursday S:00 AM 500 PM

Settings dates for Individually Scheduled - Express Interest
Only

For this type of opportunity, volunteers do not say when they want to volunteer. You are just
getting a list of who is interested!

HandsOn Connect - Using the Sharing Portal Page 23
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So you just indicate when to start listing the opportunity, and when to end it (no one else can
express interest)

Create Volunteer Opportunity - Express Interest Only

For what period of time do you want volunteers to be able to express interest in this opportunity?
Start Date * End Date *

92172017 3/31/2018

After you have set the date(s) for any of these opportunity
types, click Create and your opportunity will be created!

For Date and Time Specific Opportunities it will also create multiple occurrences if you've
specified them. For Individuall Scheduled Opportunities there is only one occurrence record,
which is used to record the participation of all volunteers who express interest.

After you've created it - you'll be taken to the Volunteer Opportunity Detail Page where you can
see what you've created. If you need to make changes, click on the Edit Button. The
opportunity will be sent to your system administrator for approval, and then it will be published
and available for volunteers to sign up.

To see what the opportunity will look like when published click on "View Volunteer
Opportunity on Public Site" (the public site preview will not show the occurrences until the
opportunity is published. To go back to the Volunteer Opportunity page to search for a
different opportunity or create another new one, click on "Back to List"
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Volunteer Opportunity

Edit | View Volunteer Opportunity on Public Site | Back to List

......

uuuuu

..........

Default Location

Street Address

316 Michigan Avenue

city Louisville

State kY
Zip/Postal Code 40202

Country United States

Connections

@© The mostimportant decision in creating the opportunity is the Registration Type and
Schedule Type. These cannot be edited and changed after the opportunity has been
created. So make sure you've decided on the right type of opportunity before you

create it. See this article for information on each of the opportunity types and what
they are best used for.
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Posting Status and Publishing

When you first create a Volunteer Opportunity and every time you add new occurrences,
your new records are sent to your host organization to review and publish.

Posting Status of an Opportunity or Occurrence

You will know the opportunity has been submitted for approval because the "posting status" of
the opportunity and/or occurrences will be: "This is not published and has been submitted for
approval".

You'll see this on both the volunteer opportunity search page and in the opportunity detail view
of any given opportunity:

Volunteer Opportunities

Actions Namea Posting Status Schedule Type Registral

This is not published and has been submitned for approval. =

Sign Up

Once the Opportunity and its occurrences have been published, they will have the posting
status: "This is approved and published for volunteers to sign-up".

Volunteer Opportunities

Actlons Mama = Posting Status Schedule Type Registration Type

This is approved and pubdlished for volunteers to sign-up.

i Lial Ty
Becarme 4 Baard Member (EID) This is appraved and published for volunteers 1o Sign-up, Express Interest Only
PF : i F
Scheduled

When the end date of an occurrence has been reached (and in the case of Date and Time
Specific Opportunities) there are no future approved occurrences, the posting status will be
shown as "This is not published. There are no upcoming, active occurrences."

To republish the opportunity, go to the opportunity detail page and either:

1) Add a new occurrence (for date and time specific opportunities), or
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2) Edit the single occurrence for an Individually Scheduled Opportunity, and change the 'end
date" to a date in the future.

Self-Publishing (aka 'auto-approval’)

Some HandsOn Connect host organizations allow some or all of their partner organizations to
"Self-Publish". They do this by granting your organization 'auto-approval' rights.

1) Create a new opportunity and its occurrences - or add one or more new occurrences to an
existing opportunity. The process of adding new occurrences is the same as it is when creating
new volunteer opportunities, except you only have to put in the details of the new occurrences.

Once you submit the new opportunity or occurrences, it will be automatically submitted for
publication with no approval process needed. it will be automatically published (usually within
10-15 minutes, and in some cases, the next business day).

You may have to refresh the page in the sharing portal to see the published status updated to
reflect that the opportunity is now published on the public site.
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Accessing Existing Volunteer Opportunities

Use the Volunteer Opportunities Menu item to see a list of all your existing volunteer
opportunities. There are a number of features that enable you to quickly find the
opportunity you are looking for so you can go the opportunity detail page and manage the
opportunity:

Default view of Volunteer Opportunities

When you click on the Volunteer Opportunities menu item on the left, you'll be taken to the
volunteer opportunities 'search page". You'll see a filtered view of all the opportunities that are
associated with your organization (or for Volunteer Leaders, those that you have served as
leader for).

The default view here shows all opportunities that have a posting status of "This is approved
and published for volunteers to sign-up". These are the opportunities that are currently visible
on the public web site.

Here are the elements of the Volunteer Opportunities page:

1. Search by Keyword - start typing the name of any opportunity and the list will quickly filter
to reveal matching opportunities. This is the fastest way to find a specific opportunity.

2. Create Volunteer Opportunity - used to create new volunteer opportunities. See this
article.

3. Filters: You can filter the list to see opportunities based on their Posting Status, Schedule
Type, and/or Registration Type. So for example, if you wanted to see all your Date & Time
Specific / Express Interest Opportunities (whether they were or weren't currently published),
you could do so. To see ALL your opportunities in alphabetical order, just remove ALL the
filters.

By default, the posting status will be filtered so you are seeing your approved and published
volunteer opportunities, as these are the ones you are most likely to want to get to!

4. Column headers - Clicking on a column header will sort the filtered opportunities
alphabetically by that column. Clicking again will reverse the sort order.

5. Shows the number of opportunities and how many you are viewing. Only 10 records
show up on a page, but you can use the numbered pages or "previous" and "next" link to see
the next or previous 10. Or use filters or search to narrow the list.

6. Click on the hyperlink of the opportunity name to go to the opportunity detail page where
you can edit the opportunity, and view, edit or add more occurrences and connections.
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° Showing 1 to 10

Posting Status

This is approved and published for volunteers to sign-up.

This is approved and published for volunteers to sign-up.

This is approved and published for velunteers to sign-up,

This is approved and published for velunteers to sign-up.

This is approved and published for velunteers to sign-up.

This is approved and published for volunteers to sign-up.

This is approved and published for velunteers to sign-up.

This is approved and published for velunteers to sign-up.

This is approved and published for volunteers to sign-up.

This is approved and published for volunteers Lo sign-up.

This is approved and published for velunteers to sign=up,

10 entries (filkered from 92 total entries)

Schedule Type

Individually
Schaduled

Date & Tirme
Spacific

Date & Tirme
Specific

Individually
Scheduled

Individually
Scheduled

Date & Time
Specific

Individually
Scheduled

Date & Time
Specific

Date & Tirme
Specific

To be Scheduled

Craata Volunteer Opportunity

Registration Type

Express Interest Only

Sign Up

Sign Up

Express Interest Only

Express Interest with
Sthadule

Sign Up

Express Interest Only

Sign Up

Express Interest

Express Interest

Previous 1 Mext

Clicking on "View" will take you to the Volunteer Opportunity Detail Page for that opportunity.
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Volunteer Opportunity Detail Page

The Volunteer Opportunity Detail Page is where you'll manage your existing volunteer
opportunities and their volunteers (connections). It is made up of separate sections.
Here's the overview of the different sections on the page:

Volunteer Opportunity Summary

At the top of the Volunteer Opportunity Detail page are three action buttons:

Edit: use this button if you wish to change the default values for the volunteer opportunity, its
name or description.

View Volunteer Opportunity on Public Site: This button will take you to the public site where
you'll see how the volunteer opportunity appears.

Back to List: takes you back to the volunteer opportunity search page.
(For Individually Scheduled Opportunities / Express Interest with Schedule, an additional button

appears, see below)

Volunteer Opportunity

Default Location

nnnnnnnnnnnnnn

What do you edit in the volunteer opportunity? What do

HandsOn Connect - Using the Sharing Portal Page 30



Onl

you edit in the occurrence?

The following fields are controlled by the Volunteer Opportunity record itself, so if you wish to
change this for the opportunity click on 'Edit" and update:

* Opportunity Name
+ Description

* Image (if used)

* Primary Impact Area
+ Population Served

+ Age Groups Served

* Minimum Age

+ Suitable for Groups
+ RSVP/Seniors

+ Type (if available)

+ Min Required Level of Verification (if using verified volunteers)

The rest of the fields in the Volunteer Opportunity are just default values used when
creating new occurrences.

To update the following fields - edit the occurrence instead of the Volunteer Opportunity.
(updating the volunteer opportunity will not change what appears on the public site, because
these are determined by the occurrence (and can be different for each occurrence associated
with the opportunity.

+ Dates and Times of the Occurrence

« Maximum Attendance for the occurrence

+ Opportunity Coordinator for the occurrence
+ Location of the occurrence.

© You cannot edit the Schedule Type and Registration Type of an opportunity after its
been created. If you realize you've created an opportunity of the wrong type, create a
new opportunity (with the same name, but the correct schedule type and registration
type) and unpublish the other version of the opportunity by setting its occurrence end
date(s) to a past date. (See this article for more information on how to 'un-publish
occurrences)

Connection Grid

The Connections Grid gives you access to all the volunteers who have signed up or expressed
interest in the volunteer opportunity. For details on using the connection grid, see this article.
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it Attendance

onne
. Hours Guest
Actions  Contact Start Timew End Time Status. Attendance
Served Volunteer

§/10/2017 8:00 PM 8/10/2017 9:00 PM Confirmed Ple

7/28/2017 7:00 PM 7/28/2017 10:00 PM Confirmed Please Verify 0 0

6/29/2017 8:00 PM 6/29/2017 9:00 PM Confirmed ase v

5/18/2017 8:00 PM 5/18/2017 9:00 PM Co Ple rify 0 0

282017 7:00 PM 4/28/2017 10:00 PM Cor Ple fy 0 0

4/28/2017 7:00 PM 4f28/2017 10:00 PM - Please Verify 0 o

4/28/2017 7:00 PM 28/2017 10:00 PM ease Verify 0 0

4/28/2017 7:00 PM 1/28/2017 10:00 PM Please Verify 0 0

4/27/2017 8:00 PM 4/27/2017 9:00 PM Confirmed Ple y

4/27/2017 8:00 PM 4/27/2017 9:00 PM Confirmed Please Verify 0 0

P 1 2 3 4 Next

Occurrence Grid

The Occurrence grid gives you access to the multiple occurrences (dates & time / locations) for
date and time specific opportunities, or the single occurrence that is created for Individually
Scheduled Opportunities. For details on working with the occurrence grid and how to add new

occurrences for date and time specific opportunities, see this article

¢ Note: Depending on how your organization has configured the sharing portal, there
may be more or less fields and sections visible in the opportunity details page. The
illustration above is the standard configuration.

An additional Button is available for Individually Scheduled
- Express Interest with Schedule Opportunities

There is an additional button at the top of the Volunteer Opportunity Detail page if the
opportunity is Schedule Type "Individually Scheduled" and Registration type "Express Interest
with Schedule"

The button is called "View Scheduler" and this allows you to edit the schedule you created when
you first created a volunteer opportunity of this type.
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Volunteer Opportunity

Opportunity Name
Schedule Type

Registration Type

Edit | View Scheduler View Volunteer Opportunity on Public Site

After School Reading to Kids (150)
Individually Scheduled

Express Interest with Schedule

HandsOn Connect - Using the Sharing Portal
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Working with the Occurrences Grid

The Occurrence Grid

On each Volunteer Opportunity Detail page is an Occurrence grid which lists the details of its
one or more occurrences.

You can search for an occurrence starting on a specific date by typing the date in the search
box (1) ("find by keyword) at the top of the grid.

You can also use the dropdown filters (2) in any column to see only the occurrence(s) you wish
to view: (For example: use the posting status filter to just see the occurrences that are
"published" or those with dates in the past.

The occurrence grid gives you an overview of information about each occurrence.

Occurrences

e

w L i
Suart Dage & Enel Date & Posting Stalis.a of Confirmed Woluntear Teatal Opporturly

Acti
i Time Time Conrections Still Mesded  Hours  Coordinator

Lozation

(2)

'''''''

Depending on the permissions you've been granted, the following actions may be available in
the action column of the grid:

+ Edit - allows you to edit the occurrence info, changing the start date and time and end date
and time, change the opportunity coordinator or the location of the occurrence.

+ Cancel: Only available for date and time Specific Occurrences. This cancels the occurrence,
unpublishes it from the public site, and sends an email notification to any volunteers who
were signed up that the occurrence has been cancelled. It updates their connections to
cancelled status and attendance status automatically.

* Print Check-In Sheet: - This will open a ,pdf with the names of all volunteers in confirmed
status for that occurrence. You can use this check-in sheet to check-in volunteers at the
project site, and later use it so you know who was and wasn't there, so you can report
attendance after the occurrence has taken place.

The Add New Occurrences button (3) allows you to add additional occurrences for date and
time specific opportunities. The process for adding a single or a recurring series of occurrences
is exactly the same as the occurrence step in "Creating a Volunteer Opportunity" except you
don't have to create the opportunity definition again.
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The columns in the grid also give you a quick way to see details of each occurrence, along with
some basic stats about each occurrence:

+ the number of confirmed connections for that occurrence,

« the number of volunteers still needed (which is calculated based on the maximum
attendance you've set for that occurrence),

+ The Total Hours of confirmed service for that occurrence (calculated after you've reported

attendance).

Occurrences for Date and Time Specific Volunteer
Opportunities

Volunteer Opportunities with Schedule Type "Date and Time Specific" can have one or more
occurrences. Each occurrence record defines:

+ The date, start time and end time of that occurrence (if they take place on the same day
you can think of these as 'shifts"
+ The Location for that particular occurrence (it can be different for each date and time or

always the same)
* The Opportunity Coordinator for that particular occurrence.

Clicking on the Edit Action allows you to update this for any individual occurrence.

Clicking on the Add New Occurrence button allows you to add additional occurrences to a
date and time specific opportunity.

¢ The Volunteer Opportunity will continue to be published on the public site up through
the end date or its last occurrence. When there are no future occurrences, the
volunteer opportunity will automatically be removed from the public site. If you wish
it to remain on the public site, add a new occurrence for some date in the future!

Occurrence for Individually Scheduled Opportunities

Volunteer Opportunities with Schedule Type "Individually Scheduled" only use one occurrence
record. This is because each volunteer will be coming at a different date and time, and so all
connections are made to one master occurrence record. Think of this is a 'time sheet' for the
Volunteer Opportunity.
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Occurrences
Start Date & End Date & # of Confirmed Volunteer 5till  Total Opportunity
Ak Tire Time e Cannections Needed Heurs  Coordinator Location

L4 - ¥

8/18/2016 127312017 This is approved and published for
G:00 PM 00 PM wolunteers to sign-up.

Troute
a1 459 25 Art Trout .
Warehouse

The Date and End Date of an Individually Scheduled Opportunity defines the time period during
which the opportunity will be visible on the public site, and volunteers can express interest in it.

Click the Edit action to extend the end date if you wish to keep recruiting volunteers past the
current end date.

To 'unpublish’ an Individually Scheduled Opportunity - edit the occurrence end date and set
it to yesterday's date The opportunity will no longer be available on the public site once search
is updated (usually about 5 minutes)..

¢ You can't 'cancel' an individually scheduled opportunity - because doing so would
cancel all its existing connections. To unpublish, just adjust the end date of the
occurrence.

You can't add new occurrences to an Individually Scheduled Opportunity - because

ISOs just use one occurrence record to track all the connections that take place on a
large variety of dates and times. (or may not have any dates and times associated

with the connections if the Registration Type is "Express Interest Only"
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Working with the Connections Grid

The connection grid lists all the connections associated with the volunteer opportunity
record you're viewing.

Each Connection record tracks the contact (volunteer), who has signed up or expressed
interest in the volunteer opportunity, and which occurrence (if date and time specific) they
are connected to.

Connection Records are used to:
1) See who is confirmed to attend a given occurence.
2) Confirm, decline or reschedule volunteers who have expressed interest.

3) Send emails to one or more connected volunteers

Finding Connections in the Grid

You can search for connections by entering a name, date, or any other keyword in the Search
Bar at the top of the grid:

So for example, If | wanted to see all the connections for anyone named "Valerie" or all the
connections starting or ending on "11/24/2017" - | could type this in the search bar.

Alternately - you can use any of the filters in the column heading - to filter the connections to
find just the ones matching the filters you choose.

(You can use both a filter and a search term at the same time as a way to filter more granularly)
Use a combination of search and filters to find just the connections you wish to see.

You can also Sort the search/filter results by clicking on the column headers just above the
filters.
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Connections

Search Sort results

by ke d using the
y Keywor column headers

Actions ConLac

4 Filter from a
picklist

When no filters are selected - you'll see ALL the connections for this opportunity, displayed 10
to a page. You can use the page selector and next button to see the next set of 10 connections
matching your filter (or no filter)

Confirmed A:ter.wIE:d (and Hours 1 0
Verified)

Previous

Taking Action on Connections

There are four actions you can take on the connections you've found:

* Email Volunteers
+ Mark Confirmed
* Mark Declined

To take action on one or more connections, select the checkbox to indicate which connection
you want to take action upon. (Selecting the checkbox at the top left of the grid will select ALL
the connections that match your current search and filter (including those on subsequent pages
that are not visible to you).
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Connections

Acticns  Confact Leart Timaw Frad Tima Boda P (Y Houirs Cosest
Served Veluntesers

TR T TN TR

After selecting the connections you wish to take action on, select one of the three action
buttons:

Connections

(=== )

[T - [ —— P s W ea— Fale [ . [P —

Hours Guest

Email Volunteers: will open a window with a default message (complete with merge fields),
which you can edit and customize as you wish. All selected volunteers will be sent the email.

Email Selected Contacts

To: @

Subject:

Message:
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© Note: Some team member contacts do not have email addresses. They will not be
sent emails since their email address is unknown. (You may wish to email the team
captain and remind him or her to contact their team members with whatever info you
have sent).

Mark Confirmed or Mark Declined: Date and Time Specific volunteer opportunities with full
sign up, automatically confirm a volunteer and notify them that they are confirmed.
Opportunities in which a volunteer 'expresses interest" - have their connections created in
Pending Stataus.

Depending on your needs - you can contact volunteers via email or phone, and then decide if
you wish to confirm them. (To see the full contact info for a given volunteer - click on their name
in the grid which will open their contact record for you!)

To confirm one or more connections, select them using the check box, and then click the "Mark
Confirmed" button. The volunteer will automatically receive an email letting them know they
are now confirmed to attend.

If you decide you do not want a volunteer to attend, you can select them and click "Mark
Declined". If you do this, you will be asked to state a 'decline reason' and then the volunteer will
receive an automated email indicating that you have declined them to participate in this
opportunity. (The decline reason will not be included in the message).

Editing Connections

If you want to make a change to a connection, you have two options:

1) Click on the Edit action
)

In the edit screen you can update the following fields as needed:
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Edit Connection

Volunteer Dpportunity Ocourrence
Emglish as a Second Languagpe &l
Contact Mame
Wirginda Valunte
Status * Artendance Status *
Confirmed v Antended (and Howrs Verified)
Haurs Served Guest Volunteers
1 o
Start Date & Time End Date & Time

Eri0/201Y &:00 PM &0/ 2017 9:00 PM

2) Some fields can be edited directly in the grid itself:

For example - if you want to reschedule the start and end time for an Individually Scheduled
Opportunity,, before you confirm the connection, you can click on the start time and/or end
time - and an 'edit' icon will appear. Click on this, and you can change the data in this cell.

You can also edit the data for Hours Served and/or Guest Volunteers.

8/10/2017 8:00 PM 8/10/2017 9:00 PM

After you edit one or more connections directly in the grid - you'll need to push the SAVE button
to record your changes. You will be unable to confirm or decline connections until you've saved
any updates you've made in the connection grid.

Individually Scheduled Opportunities - Express Interest
Only

For Date and Time Specific Opportunities, and Individually Scheduled Opportunities with
Schedule - the start date and time and end date and time of the connections will already be
populated for you. So you can quickly confirm them.

For ISO's that are "Express Interest Only" (EIO) -- the connections are listed with no times.
That's because you are just generating a list of volunteers who are interested -- and won't
necessarily be scheduling them to attend anything.

Nonetheless -- if you DO wish to confirm and schedule a volunteer for an ISO - EIO , you can do
so. However, you will need to edit the connection and set a start date and time and end date
and time before you can confirm the volunteer - so they will know what day and time you've
confirmed them to attend.
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Connections

Email Velunteers Mark Confirmed Mark Declined

B Actions Contact Srart Time= End Time Role Srarus Arrendance ;‘:I:If": E;ﬁ:m"
v i v Pending Ap v -
O Edit Elena voll102 Velunteer ::::L:: = B
Vanessa % Pending
Edit e Velunteer Approval 0 L]
HandsOn Connect - Using the Sharing Portal Page 42



Onl

Administratively Adding Connections

There are a number of circumstances in which you might want to administratively add one
or more connections for your existing volunteers. You may want to schedule them for
additional dates (occurrences) of date and time specific opportunities, or you might want to
schedule them for additional connections for your Individually Scheduled Opportunities.
Here's how to administratively create new connections:

In Volunteer Opportunity Detail View go to the connections
grid and click on the Add Connection button

ONNE 1M &
Connections

Actaans Comacs Start Time = End Time Fale Sams Anendares

For a date and time specific Opportunity:

1) Search for a contact, and choose them from the list. (Note, you can only create connections
for volunteers who already have a connection to your organization.

2) Choose an Occurrence Date (you can search by date, or choose from the picklist)

3) Choose an Attendance Status (for future dates the attendance status should always be
"Please Verify", for past dates choose either "Attended" or "Not Attended".

4) Optionally indicate if there are guest volunteers.

5) Hours Served: Leave blank for future dates, if a past date and attended, put in the number
of hours of service.

Click Save:
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Add Connection

Wolunteer Opportunity
glish a5 a Second Language

Conact

Anendance STatus

Select Optian

Hours Served

Oceurrence

Guest Volunteers

rch by name

on the

Contacts
Val |
Name = Email Address

Valencia Volunteer

Valerie 1n.l’n::lur'nl er

troutco+9001val@gmail.com

director@troutco.com

Profile Name

Volunteer

Volunteer

1 MNext

For Individually Scheduled Opportunities (ISOs)

For ISOs there is only one occurrence, but you can create multiple connections for a contact if
desired. Let's say you want to schedule Valerie Volunteer to come every Monday from 2:00 pm
- 4:00 pm from Feb 1 to March 31. Here's how you'd do it:
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Add Connections

Volunteer Opportunity o

Cleanup Crews Needed \ /

Start Date End Date
2/16/2017 12:01 AM 3/31/2017 11:59 PM
Days /Times available

= Monday: 9:00 AM - 11:00 AM

= Friday: 2:00 AM - 4:00 AM

Contact Information
Contact *

Valerie Volunteer Q

Recurrent Schedules of Days

Day of the week * start Time * End Time *

~°.- Select Option - ° Add Day & Time
° Actions Day of the Weeka Start Time End Time
\_/ Remove Monday 2:00 PM 4:00 PM

What is the period of time the contact will volunteer for the days and times you've listed above?
Start Date = End Date *

\°.z 2/1/2018 3/31/2018

=

¢ 1) The top part of the screen shows you the existing schedule you've chosen for this
opportunity. (however, as an administrator, you can schedule volunteers for any day
or time, despite the published schedule. However - you cannot create connections
that are earlier than the listed start date or later than the existing end date. (If you
want to schedule connections for a date later than the end date, first edit the
occurrence and extend the end date!)

2) When you select a day of the week, start time and end time, you must then click on
the Add Day & Time button (3) so that it appears in the grid below (4). In this way, you
could also schedule Valerie for Tuesdays (and other days), click add day and time, and
you would be scheduling for multiple days of the week all at once. If you make a
mistake and add a wrong day of the week, click on the 'remove' link to remove a day
and time before you save the connection.

5) Once you've selected the day(s) and times, you specify the time period you are
creating the connections for. By default, it will list the earliest possible date and the
latest possible end date -- but you probably do not want to create connections across
that entire time period! So be sure to edit the Start Date and End Date for the time
period you want to create the new connections for. They can be in the past, the
future, or a combination of the two.

Then click on SAVE, and all these connections will be created.
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@©:- You cannot create more than 90 connections at one time. So limit the number of

connections you wish to create.

« If you only wish to create ONE connection, then choose the day and time, and then set
the start and end date to that one date. Then only the one connection will be created.

+ The connections you create will automatically be in confirmed status. Volunteers will
receive an email if you administratively create connections for them for future date(s).

+ For connections created for past dates - the connections will automatically be marked
confirmed and attended. (We assume you aren't adding connections where someone
wasn't attended :-) This saves you the trouble of verifying attendance when you
administratively create connections for past dates.

HandsOn Connect - Using the Sharing Portal Page 46



Onl .

Creating and Editing bilingual Volunteer
Opportunities

If your instance of HandsOn Connect offers more than one language on the public site, you

can choose to translate your volunteer opportunity into additional languages.

How to provide a translation for your volunteer

opportunity

If your site supports more than one language you will see multiple tabs for language when you

create or edit a volunteer opportunity.

Edit Volunteer Opportunity

Opportunity Name *
Arts and Crafts for Kids

mEHEESE®0 B IUS
A- @-

v | Size | A

Description *
@ Source [E [ [EI Q EE 5 rx
E E = = | Styles = | Format ~ | Fomt

Help the kids at the rescue shelter pass the time by helping them with recreational Arts and Crafts!

To offer a translation, just click on the language tab, and enter a translation for both the
Opportunity Name and the Description. Then continue creating or editing the opportunity., and

click save when done. Both the English (required) and second language will be available on the

public site when published.

Page 47
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Edit Volunteer Opportunity

o

Opportunity Name

Artes y manualidades para nifios

Description
Bisource | X T B B B« ~ | BEL e MLQME®Q B I U
== S [2]l2 = =| syes - | Normal - | Font - | size - A- B-

jAyude a los nifios en el refugio de rescate a pasar el tiempo ayudandoles con artes y manualidades recreativas!

body p

¢ Thereis no requirement for you to offer a translation. If no translation is made
available, then the opportunity will not appear in search for volunteers who select that
language for the public site.
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(Optional) Occurrence Names and
Descriptions

In some configurations of the partner portal - Occurrences are allowed to have names and
descriptions.

Sometimes you may have a volunteer opportunity that needs volunteers broken into
separate shifts and/or positions. Rather than using a Volunteer Event, and separate
Volunteer Opportunities (each with one or more occurrences), you could create a single
volunteer opportunity, and for each 'shift' or 'position' volunteers are needed for, you can
create a separate occurrence record and give each occurrence an "Occurrence Name" (Such
as "Shift 1" "Registration" or "Cleanup Crew". You can also optionally add a short
description of this shift or position that will appear as part of the occurrence information

As an example, we have created a volunteer opportunity called Picnic in the Park, and put a
general description of the picnic in the volunteer opportunity description.

We need volunteers for three different jobs at the picnic:

¢ Check-In station. from 8:30 - 1:30
* Lunch Distribution from 10:30 - 2:30 pm
 Valet Parking from 11 am -1 pm

So we'll create three occurrences for those three times the same day, and use the
Occurrence Name field to identify the 'role’ and the Occurrence Description to give
volunteers a better idea of what they'll do in that role.
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When creating or editing a date and time specific volunteer
opportunity, you'll have the option of adding an occurrence
name and occurrence description

Create Volunteer Opportunity - Date & Time Specific

Ying Wbt 1he Opperiusity 10 dieale oCiuirence 1od 1hih pgoilenily R0 die 51 vaiiow T oF sodud &8 L pegulis soledule 1SUCH 85 ey Mondey of B30 Sansrday of the mesii)

Dot BhiE 06 068§ Fepalar Bobbduls?

D * Start Thna [Ead Tima *

BrlyrLE ER N 100 P

How this will look on the public site:

When used... Occurrence titles show up along with the date and time, and the Occurrence
Description (if used) shows up in the Occurrence detail.
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Opportunity Details
ssut AREAs)
Picnic in the Park T

Troutco | http: fwww.troutco.com

Volunteers are needed in a variety of roles to make our annual Picnic in the Park
underprivileged children a success, See the various rales below that volunteers can play and the schedule for each.

Age Minimum (with Adult 16+, Minimum Age:18+

© SHARE THIS DFPORTUNITY

Sign Up

SUNDAY, JULY 29 8 8:30 AM - 1

CHECK-IN STATION

Location: Riverside, CA 92506
Volunteer Limit: 10 Spots Remaining: 10

Opportunity Leader: Art Trout

Volunteers wil check-in the

SUNDAY, JULY 29, 20
LUNCH DISTRIBUTION

Location: Riverside, CA 92506
Volunteer Limit: 10 | Spots Remaining: 10
Opportuniy Leader: Art Trout B

Help serve and distrbute lunch. Volunteers will also grill hamburgers and hetdogs.

Full opportunity address and directions will be sent to you by e-mail after you sign up.

SUNDAY, JULY

VALET PARKING

Location: Riverside, CA 92506
Volunteer Limit: 10 Spots Remaining: 10

Opportunity Leader: Art Trout I

Volunteers will assist anending city and county officials by parking their cars. Driver license and insurance required
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Quick and easy reporting of Volunteer
Attendance

Volunteers rely on Opportunity Coordinators to verify their attendance so they have an
accurate count of many hours they've volunteered. The Report Attendance Menu Item in
the sharing portal makes it easy to report any attendance that is due.

On the page that appears, Once you mark a connection as attended, the hours are
automatically updated and attributed as verified hours for that volunteer.

Volunteer Attendance Search Grid

When you click on the "Report Attendance" menu item - you are shown the Volunteer
Attendance Grid. The grid lists all connections still in 'please verify' status that have taken place
today or earlier. This way you can verify all outstanding attendance in one place. You can also
search and verify just specific attendance you are wish to verify.

In a perfect world - you will always verify all attendance, and the list of attendance still waiting
to be reported will be a short one :-)

1. Showing... Shows how many connections are still waiting for attendance to verified. 10 are
shown at a time.

2. Previous... Next ... Buttons allow you to scroll through the list of connections, or go to any
page.

3. Header fields. Click on any header field to sort the list.Clicking again reverses the sort order.

4. Find by Keyword. Allows you to quickly find just the connections you wish to verify. You can
type in a volunteer's name, or the Volunteer Opportunity Name, or a date, and the list will filter
to show just those opportunities.
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Volunteer Attendance

Troutco
.

‘ou are managing
Troutce

(- (-]

Contact First Contact Last #of
Volunteer Oppartunitya. ° i ! Na_':* Cupsts | HAriTime End Time Hours
p

o

Home
TI00PM  9/29/2017 4.00PM O

Wolunteer Opportunities
10/27/2017 3:00 10/27/2017 4:00

Showirg 1% of 115 entries
o Previous 1 F i 4 5 12 Next

(~
A

Marking Attendance

5. To verify a single connection, click on the checkbox to select. You can click multiple
checkboxes if you wish to verify several at once - OR if you click on the checkbox in the header
row to select ALL of the currently filtered connections.

¢  When you click on the "All" checkbox - ALL of the connections that match the selected
search/filter will be selected, even if they appear on subsequent pages. Look at the
"Showing x to x of X entries (#1) above - to be aware of how many connections you are
selecting when you 'select all".

6. Once you have selected one, several or all of the connections in the filtered view - click on

either "Mark as Attended" or "Mark as Not Attended" and all the selected connections will be
updated. The Hours served will be automatically calculated based on the start time and end
time of the connection.

@© The Hours column, before you verify the attendance, will usually have a value of 0.
However, if the volunteer has self-reported their hours, the time they have spell-
reported for will already be in place.
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You can EDIT connections before you verify if desired

Before reporting attendance, you can optionally edit the connection and do any of the
following:

+ If a person brought a guest - edit the # of connections column BEFORE you mark
attendance.

+ If a person volunteered extra hours, you can edit the Hours column to give them credit for
extra time.

+ If the start time and End Time are different than what is stated - you can update these fields
in most cases (If its a date and time specific opportunity, you can't change the end time to a
time later than the scheduled end time. In that case - adjust the hours instead.

To edit any of these columns, hover over the column and a small pencil and paper icon will
appear. Clicking on it will allow you to change the value in that column. After you make the
edit, click the SAVE button on the top of the page to save your edit.

# of
Volunteer Opportunity Contact G:ests Start Time= End Time Hours

You can edit multiple columns before saving. The edits you're preparing to save appear in red
(7) until you save them. You can undo your changes by clicking on the undo icon before saving.
(8). Click on the Save button (9) to update the connection.

Volunteer Attendance

)

# of
Volunteer Opportunity Contact Guesks Start Time = End Time Hours

After you've made any edits you wish to make and clicked on Save, you can then go ahead and
mark the connection as Attended or Not Attended.
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€ Onceyou've marked a connection as attended or not attended, it will no longer appear
on the report attendance page. You can however, update the connection
subsequently by finding the connection via either the Volunteer Opportunity Page or
the Contacts page.

Marking attendance from a check-in sheet

¢ Here's how to easily take the check-in sheet you've printed for an individual
occurrence, and, if you've used it to check-in volunteers for an occurrence on paper,
then easily report it on the 'report attendance page"

1) Use the keyword search box to put in the date of the occurrence, or the opportunity
name. This will limit the connections to that one occurrence.

2) Click on "Last Name" to sort the connections alphabetically by last name (same as
they are on the check-in sheet)

3) Your report attendance grid will now line up exactly with your printed check-in
sheet - making it easy to mark who did and didn't attend :-)
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Locations
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Working with Locations

The Locations Menu item may or may not be available in your sharing portal. In some
organizations its left off for simplicity sake - in others its been activated allowing sharing
portal users to edit existing locations as well as create new locations for existing volunteer
opportunities and their occurrences.

Locations Page

If enabled for your sharing portal, the locations menu item will appear in the left navigation.
Clicking on it will bring up a searchable, filterable list of all existing locations, and the option to
view or edit them. The interface to search and/or filter is the same as the Volunteer Opportunity
page. You can create a new location from this page, OR view or edit existing locations.

Locations
Troutco
2 s
Actions.e Hame Strest Address Srate Country
Yo are maraging & v - -

Troutco 100 M. Main 5t 100 N. sain 5t [} Unized States
[ashhoard View | Edit 6321 Rhodes Lane ©321 Rhodes Lane A United States
w | Edit ATL 316 W. Main Strect (=) United States

Wolunteer Opportunities
| Sycamore Canyon Arroyo Fark B304 Glen Alre Aee oA United States
Repo Attendance I ‘Wiggans Warehouse 316, W. Main Streat XY United Ssates

Showing 1 to 5 of § entres
Contacts

—

Py Dirganizaticmn

Previows 1 Plexct

Edit Page for Locations:

Note the warning at the top of the page. This alerts you that editing this record will be changing
the location information for more than just one opportunity. If there are multiple
opportunities and occurrences using the same location, you will be updating this info in ALL
those records.
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Edit Location

Warning.
10 Volunteer Opportunities and 45 Occurrences using this location are going to be affected..

Location Name

Troutco Warehouse

Street Address

6321 Rhodes Lane

City

Riverside

State

Ca

Country

United States

Zip/Postal Code

92506

Special Directions

@ Ifyou are wanting to change a location for just one opportunity or occurrence, you
should NOT edit this record, but instead create a New Location. Then edit the
opportunity or occurrence to use your new location instead of the one it was sharing
with other opportunities or occurrences.

View Location

Presents the location detail page. If Edit permission ihas been granted to you, an edit button
appears when viewing. Otherwise, you can just VIEW the location.detail.
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Location detail

Location Name

Street Address.

Country
Zip/Postal Code

Special Directions

Map  Satelite
Matalie Ln

CARMELA ARNDT,
CA Notary Service

1 wseaquag

Apostla Ln

4 LIRS

Google

ATL

316 W. Main Street
Louisvilla

A

United States

92506

g marsan

Gy

Toumgof L

¢ Bythe way - if a location is edited - it is updated on the public site, generally within 15
minutes. No automated notification is sent to volunteers if a location is edited -- so

you may wish to email the volunteers manually to let them know the location has
changed. (if for example you change the address, or added special directions, etc.).
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My Organization
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Updating Organizational Information

The "My Organization" menu item gives sharing portal users the ability to view and edit
their organizational information.

The first section allows you to edit the information about the organization itself.

The second section allows you to view and edit the staff members of your organization.
See this article for details on this second section.

My Organization Detail Page

Clicking on the menu item "My Organization" allows you to see the information that was
submitted when the organization was registered on the site. Clicking on the edit button will
allow you to edit the organizational information"

Toutco @)

Basic Info

Troutco

ging:
@ wen

Troutco

Organization Contact Info

Street 6321 Rhodes Lane
City Riverside

State cA

Country United States

7P 92506

Main Phone (951) 780-3609

Additional Questions

Do you allow court ordered volunteers? Yes

Edit My Organization

In edit mode you can update information about your organization to keep it current and
accurate.
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+ Use the WYSIWYG editor to update your organization's Mission Statement (which appears on
the 'browse organization detail' page for your organizaiton.

* You can view or delete the current logo associated with your organization by clicking on
'View" or 'delete’ while in edit mode. You can then add a new logo (113 x 113 size is
recommended, and square is always best so its not compressed) by dragging and dropping
a logo into place.

See this article for information on updating your organization contacts.
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My Organization Contacts

The "My Organization Contacts" grid in the lower half of the "My Organization" page shows
you all the staff contacts associated with your organization. Use this section to keep your
organization's staff up to date and see who does and doesn't have portal access.

In this grid you can:

See who on your staff does and doesn't have access to the sharing portal.

Add new staff contacts to your organization

Request sharing portal access for contacts in your organization who don't currently have
access.

See who is designhated as your organization's Primary Contact.

My Organization Contacts

1. Action Column - You can view and (depending on the permissions your system
administrator has enabled in your sharing portal) edit, the contact information for your staff
contacts. You can also Request Portal Access for a contact that currently does not have portal
access.

2. Portal Access - shows you who does and doesn't have access to log in and use your
organizational portal. "Partner Staff" indicates that they do have portal access. "None"
indicates that they do not. You can click on the Request Portal Access action link, to send a
request to your system's partner manager to grant access to your contact.

3. Primary Contact - a checkbox indicates which contact is designated as the primary contact.

4. Create Organization Contact button- allows you to add a new contact to your organization.
This will open a form to create a new contact record, After creating the contact, they will
appear in your "My Organization Contact" list. If you wish them to have portal access - you'll be
able to click on the "Request Portal Access" link.

5. Search - for large organizations this makes it easy to find a specific contact by name or email
address.
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My Organization Contacts

° s

Qjﬁnns MName = Title '9/' Portal Access Prih\@/bunmct Primary Phone
View | Edit Art Trout Executive Director Partner Staff ‘ +13235479903
WView | Edit Bab Smith Marketing Manager Partner Staff 4592152822
View | Edit Harry Helper Program Manager Partner Staff +12565806177
View | Edit | Request Portal Access Ursula Upgrade :ﬂ"ag:;?;ef:'em None -

Previous 1 l Mext

¢ When you click on "request portal access" an email will be sent to your host
organizations partner approval manager notifying them you'd like portal access
granted to this contact. Please allow a day or two for the partner approval manager to
act on your request.

A\ Right now its not possible in the sharing portal to

« change who is designated as the primary contact
* request the removal of portal access from a contact.
* to remove a contact from being associated as part of your staff.

For now: we recommend the following:

1. Email your host organization if you wish to update any of the information or carry out
the actions listed in the bullet points above.

2. Optionally - for contacts who are no longer with your organization, you could edit their
record and change their title to "Former - Program Manager" - to clarify that they are no
longer in that role.
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Reporting
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Running Reports in the Sharing Portal

The Reporting Tab may or may not be visible in your version of the sharing portal. Itis up
to the system administrator of your organization to request that the reporting functionality
be enabled.

The system administrator will determine which reports are available to partners within the
sharing portal, and what format they are presented in (Tabular or Summary).

Select A Report Folder

If Reporting is enabled in your sharing portal, a "Reports" menu item will appear on the left
navigation. Clicking on Reports will show the report folder(s) that are accessible to you.

Click on the Folder Name to see the reports available in the folder. In the screenshot below, the
reports are in the folder "HOC Sharing Portal Reports".

Reports »

HOC Sharing Portal Reports

Report List View

The list view shows you the name and description of the reports in the folder (as made available
and defined by your system administrator)

Click on the name of the report to access the report:

If there are a large number of reports you can filter the report list by typing a report name in
the search box
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HOC Sharing Portal Reports

0 Reports are stored for a 24-hr rolling period and they are available for recurring access

If you need a fresh version of any report click on Re-run

Mame - Description

Reports can take a minute or two to generate when they are first run. Areportis generated
and stored for a rolling 24-hour period to make it faster to return to a recently run report.

If you have recently updated data and wish to get a fresh version of the report, you can click on
the link in the report results page and generate a fresh run of the report.

Reports can be exported to .csv files to be managed or printed in Excel.

Express Interest Only (tabular)

EXPRESS INTEREST OMLY (TABLILAR)

0 This report was generated 7 minutes ago. & Export to C5Y

To run again and get a fresh version,

Tabular reports allow searching, sorting and filtering

If a report is in tabular format (i.e. it is not grouped and summarized in any way, but is just a list
of data), then you can control the data that is displayed in a number of ways:

1. You can choose how many records you want displayed on a single page of the report
2. You can search the report to filter the results. (Example: Type in a name and only records
matching that name will be shown in the report.
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3. Click on the Filter Icon to type in a filter value for a specific column, and only records with
the matching term in that column will be shown.

4. Click on the "Sort" icon to sort results by that column. Click again to reverse the sort order.

Express Interest Only (tabular)

PARTMER REPORTS EXPRESS INTEREST OMLY (TAEULAR)

0 This report was generated 7 minutes ago.

To run again and get a fresh version, Click Here
*  records per page@

Display 50

Full Narme T

Ak

8 Export to C5V

° Search:
- |

Volunteer ﬂppnrtunity?t - Email T$ Primary Phone T4
§ - F = 7 A0E & ecani &), af
Are you interested § ming a Ix?, rito rafaelbrito 1305+ sanityrl5S@gmail.c + 18564519658
nenprofit board m I ° om
Are you interested in becoming a ~ )
Vanessa Volunteer troutco+ 900 Lnew@gmail.com -
nonprofit board member?
Help with Hurricane Alfredo
. Lennv Leader trautco+lennval0l@amail com
Using a Column Filter.
Express Interest Only (tabular)
CO PARTMER REPORTS EXPRESS INTEREST OMLY (TABLULAR)
, o This report was generated 7 minutes ago. & Export to C5V
To run again and get a fresh version, Click Here
Display 50 - records per page Search:
ity Nan4 T & Full HName ] Email TS Frimary Phone T:

Filter by Clea

l Help)

A
B e Lenny Leader

nflAlfreda
Vanessa Volunteer

P .
Help with Hurricane Alfredo T
Recavery

Help with Hurricane Alfreda

Walerie Volunteer
Recovery

troutco+lenny3001@gmail com -

troutco+900 Lnew@gmail.com -

juan.m+0i@caniatech.com 1

directoriftroutco.com -
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Summarized Reports have information grouped, but

cannot be sorted or searched.

Summary reports can show you statistical information (like how many occurrences you have of
each volunteer opportunity), and are grouped by a speciric field. (In the report below, we see

occurrences grouped under each volunteer opportunity, and can see a sub-total of the number
of occurrences for each opportunity.

Summarized reports can be exported to be filtered, but cannot be filtered or searched within

the partner portal.

Start Date & Time End Date & Time

Volunteer Opportunity Name: After School Reading to Kids (150)

(Total: 1 Records)

B/18/2016 6:00 PM 12/31/2017 7:00 PM

Schedule Type

Individually
Scheduled

Volunteer Opportunity Mame: Children of the Night (Total: 10

Records)

B/16/2017 6:00 PM 8/16/2017 B:00 PM

8/30/2017 6:00 PM 8/30/2017 B:00 PM

9/13/2017 6:00 PM 9/13/2017 B:00 PM

Q27,2017 6:00 PM 92712017 8:00 PM

Date & Time Specific

Date & Time Specific

Date & Time Specific

Date & Time Specific

Number of Volunteer
Opportunities

Number of
Occurrences

100

10.00

1.00

Managing

Organization Name

Iroutco

lroutco

Troutco

Troutca

Iroutco
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Navigating back and forth from Volunteer
Portal to Sharing Portal

The "Return to Volunteer Portal" menu item allows a user to get back to the 'public site'
where they can manage their personal information, search and signup for volunteer
opportunities, and so on.

Partners and Volunteer Leaders have access all the same functionality as Volunteers do, by
returning to the 'Volunteer Portal"

Return To Volunteer Portal

Clicking on the "Return to Volunteer Portal" menu item brings you back to the Home Page of
the Public Site (Volunteer Portal)

Teen Force

S
'-1,-' You are logged in as

Donna Troy

Return to Admin

Home

My Organization
Volunteer Opportunities
Contacts

Report Attendance

Return to Volunteer
Portal

Returning to the sharing portal from the public site
(Volunteer Portal)

Click on the text "Return to Managing Opportunities" in the upper right of any page on the
public site to return to the sharing portal
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Opportunities (Beta)
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Adding a Skill to a Volunteer Opportunity

Your organization may optionally have added the ability to associate skills with a volunteer
opportunity. Skills may not be available in all partner portals.

If skills ARE enabled, you'll be able to add one or more skills (as defined by your system
administrator) to your volunteer opportunities. These skills will be searchable by
volunteers on the public site so that someone looking for opportunities that match their
skills, will find your opportunity!

If skills are enabled in your portal, here's how to add one or more skills to a volunteer
opportunity:

Skills are added after you have created the volunteer
opportunity

After you've created a volunteer opportunity you can add skills to it. On the Volunteer
Opportunity detail page you'll see a section labeled "Skills". Click the Add Skill button to
associate a skill with your volunteer opportunity.

Skills

Actions Skilla

N fecodds 1o display

Add Skill Page

To add a skill, drop down the picklist of skill names and select a skill.
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Add Skill

MName -

Account Management

Adoption Support
Advertisement & Promotions Plan
Advocacy
AmeriCorps - VISTA Experience
Animal Shelter

1 Annual Budget
Bartending
Board Effectiveness Assessment
Board Member Experience
Board Reporting
Braille Knowledge
Brand Strategy
Building Accessibility Regulations
Business Legal
Business Plan
Buying
Capital Campaign
Cash Management
Chef Style Cooking
Child Abuse Support
Child Care & Therapy
Child Medical Services
Classroom Support
Communication Materials

Accounting I

The skills available in your portal will vary. Select a value and then click the Save Button.

Name *
Theater v

E Cance

You'll then get a confirmation and be returned to the opportunity detail page, and see the skill
has been added.
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Success

Skill Rating saved successiully

Click the Add Skill button again if you want to add additional skills.

To Delete a skill you no longer wish to associate with an opportunity, click the delete action on
the skill you wish to delete.

Previous 1 Next

Add skill

Skills

Actions Skill =

¢  Skills added to Volunteer Opportunities will not be required skills, they are just skills
that are associated with the opportunity. If you wish to make a skill you've added
required in order for a volunteer to sign up - please contact your system administrator.
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