
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 

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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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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 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. 
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