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Accessing the CMS

Your HandsOn Connect public site, and some of the content in the Sharing Portal are

customizable from the Content Management System (CMS). You use the CMS to create site
navigation and to edit or create pages of content,

This article gives you a general introduction to working with the CMS.

To access the CMS, click on the CMS Tab in Salesforce.

In Classic:

Home Organizations Contacts m Volunteer Events  Volunteer Opportunities Volunteer Teams

All Tabs

Use the links below to quickly navigate to a tab. Alternatively, you can add a tab tc

View: | Al Tass Y

,_f Answers

m @
g App Launcher

(‘ Associations
3

L B T ™) | [ ——"

In Lightning:

Al w Search Salesforce

HandsOn Connect... Home  Contacts v  Accounts s  Volunteer Opportunities *  Occurrences “»  Connections “  Reports

€ Only users with System Administrator Profile will have access to the CMS tab and be
able to launch the CMS. If other SF users (those with profile Staff for example), need
permission to access the CMS -- add the permission set "HOC CMS" to their user
record. That will give them access to open the CMS via the CMS tab.

HandsOn Connect - Content Management System (CMS) Page 6
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@© Whenever a Salesforce user accesses the CMS for the first time from Salesforce, a
contact record with their name and Salesforce username will be created if such a
contact does not already exist.

Do not delete or merge this contact as its required to exist in your data in order to be
able to access the CMS.

The CMS opens in a new tab in your browser

The CMS will open in a new tab in your browser (so that you can work in the CMS and still have
access to the back end of Salesforce at the same time.

@© The first time you click on the CMS tab you may not see the new tab appear. If that's
the case, your browser will be giving you a warning if you have 'block pop-ups' set as a

browser default. If so, you'll need to grant your browser permission to allow popups
for this website.

The warnings show up differently depending on the browser your are using

How the warning appears on Firefox:

Click on the warning icon, to access the permissions.

HandsOn Connect - Content Management System (CMS) Page 7
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_ W& Salesforce - Enterprios Edition

- [ 0] %ﬂ h i ! JCom/allex CMSPAGE?STde tabMam v @Y

-
ands : -
{:E;;ﬁl}]bf?(!'lt ..@q (M58 HOC Admin *  Satup  Halp & Training HandsOn Connect =

Home Organizations GContacts Volunieer Events  Volunteer Opportunities  Occurrences

Site Managed by: CMS Accass
Clicking om tha CMS Tab apens your wabsite CMS in & naw 180 in your DIowser,

M you ana not seeing the CMS CDen in he new L&D, pleass Chatk the DOp-UD Perrisgions on the Lah thal has cpamned ard give your DRowsear Dermission Lo always display pODUCs for this

Create Volunteer Opportunity page.

Create Wolumeer Opporuniy

Repor Volunteer Atlendance

One Siep Yalunteer Attendance
Reperting

HandsOn Connect Halp Dask
Wour Public Site

Q Search {1} EJ =

“ou have blecked poap-ups Tor this wabsiie,

Connections  Velunteer Teams Documents  Reports  Control Panel  +

m UberConferance Screen Sharing is sharing your screen with wew.uberconfarence.com. Hida

Set the permission to "Allow"

a c.nadS.visual.force.com N
Secure Connection

@ Tracking Protection

Firefox is blocking parts of the page that may
track your browsing.

Dizable protection for this session

Permissions L3

o B

Open Pop-up Windows Allow E

% Show 1 blocked pop-up...

How the warning appears in Chrome:

L C & Secure https://hoc9016.lightning.force.com/one/one.appiey)jb2 Twb25IbnREZ WYIOivbmUSYWxvaGF QY. FES w @

i apps £S5 Jenne W@ Login | Salestorce

o

£ Zendesk - HandsOn... € JRA & Salesforce Trailhead @ Salesforce Trust - 5. [ Pandora F pop-ups were blocked on this page. || &

) Search Salesforce -
o 4
E EE HOC Lightning Home  Chatter Contacts w  Organizations s \olunteer Events w  Volunteer Oppartunities s Oocurrences w CMS
Page 8
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Click "Always allow pop-ups" for your salesforce site.

(b25IbnREZWYiOiJvbmUBYWxvaGFQY... E§ * @ ¢
q

Pop-ups Blocked Pop-ups were blocked an this page. |

-

D https:/fps9016.handsonconnect.org/user/rale?...

Always allow pop-ups from hitps:)/
hoc9016. lightning.ferce.com

@ Continue blocking pop-ups

Manage m

N Occurrences Ch

Once you've allowed pop-ups the first time. Then click on the CMS tab again. This time a new

tab will open with your public site displayed, and the CMS menu items revealed.

HandsOn Connect - Content Management System (CMS)
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Working with the CMS (Overview)

This article gives a general overview of the interface for working with the CMS.

Be aware that your instance of HandsOn Connect will have different page layout defaults
depending on the template you've chosen. Menu items and availability of blocks and
AddOns will vary depending on the features you have chosen to activate or purchased as
HandsOn Connect Add-Ons.

If there is a block or AddOn not available on your site, that you wish to have added, please
open a support ticket.

CMS Menu Items

The easiest way to access elements of the CMS is through the black menu bar located at the top
of the page.

® @ | @ verily your identity in Salesic; x ' @ Salesforce - Enterprise Editior % /0 Dema 9015 % Larry
C {T & Secure | hitps://ps9015 handsonconnect.org @ oy | B om @Y B gl aJ Jf? vl
2 Apps  [J Read Later 5 Main Tabs & My Drive - Google D... ] Client Mgr  [E] HOC 3.0/ 2.0 Featur... [E] HOC 3.0 Managed P... o w [ Baokmarks
O content = Menus 2 Elocks # AddOns ® Recycle Bin | & Regions O
) ""0" ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ Y B l' View Moblle Order 1 l- View Tablet Order _
| = = 74 o o_ FOR CORPORATE o | o
H: Ol]. ‘ + Wi MNTEERS HDNPR’DF PARTNERS St E \IDE/I.N “fe

( ONnec f

1. Content: Allows you to define Content Types, and to create and edit pages

[ Content %E Menus

Content Types

Pages

2. Menus: Allows you to Edit Existing Menus (Site Navigation), and add New Menus

HandsOn Connect - Content Management System (CMS) Page 10
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i= Menus -\ 58 Blocks B Addd

Add Menu

Main Menu

3. Blocks: Blocks are elements that can be placed within pages. The Home Page for example, is

nothing more than a collection of blocks. See this Chapter which discusses all the different
blocks and how they work.

28 Blocks B AddOns L Recy

Advanced Search

Basic Search

Button Block

Featured Opportunities
Header Logo

Image

Image Slider

Listing CMS

R5S

Search Result

Social Networks

Sponsors

System Forms
Video

HTML Editor

4. Add-Ons - The Add-Ons menu contains special items in the CMS. All users have access to
some AddOns (included with HOC), and other features are premium add-ons that can be
purchased. Some Add-Ons are only activated for advanced coders who need deeper access to
features in the CMS. Add-ons require advanced training and are not intended for general CMS
users.

5. Recycle Bin - The Recycle Bin allows you to recover items you've deleted in the CMS

6. Regions - Clicking on The Regions menu allow you to see the various regions where you can
place blocks, content, etc Click again to hide the region names.

7. Return to Salesforce - clicking on this link will exit you out of the CMS and return you to
Salesforce. (You can also still access Salesforce in the other tab from which you launched the
CMS.

HandsOn Connect - Content Management System (CMS) Page 11
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8. CMS Admin Mode - this heading just advices you are in CMS admin mode. Clicking on opens

a box asking for an "Elevation Code" - which is for the use of our support staff and developers
only.

9 and 10. View Mobile Order / View Tablet Order - The page layouts for phones (mobile) and
Tablets are different than for the desktop version of the site. Click on these links to be able to
edit how the layout of a page is best arranged for those devices. A default will be shown - but
you can optimize the page for mobile or tablet so that it makes sense on those device
configurations. When working in mobile or tablet view, click on Return to Desktop View to get
back to the main view of your website.

I View Tablet Drder! + Return to Desktop ‘u’iewl

CMS controls that are visible on the page itself

There are a number of markers and icons that show you how your page is laid out. Here is
what each element does:

1. Outlines appear around each block or section of the page. This shows you how much space
each block is occupying and its position on the page.

2. Theicon of a square and a pencil gives you access to edit that particular block, form or page.
Click on it to edit that page element.

3. On Menu (navigation) elements on the page - an icon that looks like bullet points, allows you
to edit that menu directly.

4. The icon with two crossed arrows is the 'move’' icon. Click on it to drag a block or element to
a new position on the page. This allows you to quickly reorder how the elements appear on the

page.

HandsOn Connect - Content Management System (CMS) Page 12
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AddOns W Recycle Bin | & Regi

[ERY Vobile Order | |5 View Tablet Order |

FOR CORPORATE=" k1=

EI'%EUNTEERS T E%%IPRCIFJTS T PARTNERS
HandsOn LOG‘@

Comle ct

o,
meLs §
w9015 Defno esting' Sites F

g

Fmd a Volunteer Opportumty Aanced search» 3|

Riverside, CaA Any A4

We Need You Here!

dipiscing elit. Aenean sed lacus eget lorem
uscipit imperdiet. Sed magna lectus, varius

rs
orem ipsum dolor sit amet, consectetur S
t risus vel, lacinia pellentesque turpls.

Parlez Vous? Help Youth Ales for Alzheimer's
Volunteer Leaders

Some page elements you see in the CMS may not be used

There are space holders for some elements that you may not be using in the CMS. In the
example below, a section is labeled "Section where will be render the block of third level menu"
(sorry about the awkward English there :-) and that just indicates that if you have a third level
menu you add -- this is where it will appear in this template.

If you are not using a third level menu - this 'placeholder’ will not be visible on the published
site.

How to Partner with us to Recruit Volunteers E

Is your nonprofit, school, or government agency looking for volunteers? Would you like to be able to network, receive training
{ and colaborate with other organizations? We are excited to partner with you to help your organization achieve its mission and
{ goals! Here's how:

Complete our short on-line registration form. This will get you into our database! Click here to complete this step.
Thank you! Someone will contact you shortly to discuss your volunteer needs.

Section where will be render the block of third level menu

GO005M
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Cloud Solutions @

¢  When working in the CMS, its handy to have a second browser opened or a new
window with a private or incognito window opened, to display the Public Site as it
appears to the public. That way you can see the effect of the work you're doing in the
CMS, and how it will appear on your actual website.

Note: Browsers often cache and will not immediately display your changes. Either
turn off browser caching or click 'reload' a number of times to be sure you're seeing
the newest version of your website.

HandsOn Connect - Content Management System (CMS) Page 14
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Working with Images (Overview)

A question we get a lot is: what are the recommended sizes for images for our website?

There are so many factors that go into the how an image, and site, is displayed e.g., screen
size, screen quality, browser, orientation (portrait or landscape), device, where the image is
used (e.g., full width hero image, thumbnail, inline image with text), that it is not an easy
question to answer.

But we can provide some recommendations that will help in most cases and variables,
based on the average screen width of devices. Since website users are used to scrolling
vertically on screens, what you need to control mostly is the width of the image.

General Recommendations for Image Widths

These are our general recommendations:
Mobile width: ~ 620px

Tablet width: ~ 950px

Standard Desktop width: ~1,420px

If you know your site will be viewed on very large screens, you may need a wider image.

¢ Note that for screens not as wide as the widths, the browser will try to scale them
down. Itisimportant that you also select images that have content that will scale well
if they are "shrunk".

Don't have text that runs to the edges of the width, keep important content in the
center of the image. Avoid heads/faces that are right at the top of the image that may
get cut off when images are resized to fit the space.

Remember, making your site look good is not an exact science.

You may need to tinker a bit or engage the help of a designer with some basic skills in HTML
and CSS.

Pro Tip: For banners and wide edge to edge images, you want to image as wide as possible
(e.g., over 1,200px) but adjust the height to the height of the space. Hence, the trick is how to
determine the height.

HandsOn Connect - Content Management System (CMS) Page 15
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One way is to measure it!

You can do this in your browser by using an extension. In Chrome, for example, there is a great
extension called Page Ruler. It's free. Once installed you can measure any element on a page.

Below is an example of measuring the height of a hero image using Page Ruler. Use your
mouse to create a box from top to bottom of the image (the width is not that important in this
case). Notice that in the top left it will tell you the height of the image.

:>m 324px M 97px E 138px m 421px 568pic Color: _| Show Guides: | ON @

| HandsOn .' FOR VOLUNTEERS ~ FOR NONPROFITS ~ FOR CORPORATE PARTNERS ~ (1]
c onnect ... LOGIN

|
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Creating a new Page

With HandsOn Connect 3.0, you can add and publish pages!

Adding a Page

Page Settings X

Friendly URL o
S

Page Name: o
p

B Sowre B & & Qs B L|m mlzm=enqals 1 us
% Kk % & B || Shles .|| Fon! -|| Size - || A- B)-

L

Corporate Page

SEO Settings

Meta Tags

oq:ur

A

+ Select CMS from the menu bar.
* Select Pages, the first option on the menu bar.
* Click on CREATE NEW PAGE

1. Friendly URL: Is a required filed to simplify the search for your page. Example: if you are
creating a volunteer page you will type /Volunteer in the Friendly URL: window.

Page Settings

Friendly URL:

2. Page Name: Add a title to your page.

3. Adding content: You can begin entering text in the box immediately.

HandsOn Connect - Content Management System (CMS) Page 18
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¢  Past From Word: Use this feature to copy and paste from a Microsoft Word document
into the text box.

Page Name:

Paste from Word x

Bacause of your browser security settings, the editor is not abile
to access your clipboard data directly. You are required to paste
it again in this window.

Please pasta inside the following box using the keyboard
(CtA/Cmd+V) and hit OK

Corporatg

Cancel M

Please paste inside the following box using the keyboard (Ctrl/Cmd+V) and hit OK

¢ SEO Settings: Meta tags contain keywords or phrases alerting search engines of a
website's content to be included in search results for users requesting related

information.

4. Click SAVE PAGE.

HandsOn Connect - Content Management System (CMS) Page 19
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Editing existing pages

HandsOn Connect 3.0 provides common tools for editing your page. Using the toolbar, you

can customize fonts and the way your contents are organized.

Accessing the pages to be edited

Pages
Pagea URL
A fabout-membership
fpartnarship
favviato
fblockquote

fcorporate-projects

1. Click on Pages first option on the menu bar.
2. Select the page that you want to modify / edit

HandsOn Connect - Content Management System (CMS)

Visible to

All users

All users

All users

All users

All users
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Editing the page content

Page Settings |l X
Frizndly LRL abovt-maemben hp
Mage Meime: About Membarhip
B Source E E G Q% FL| e s oE=20||BIus
= i # kK & 4 B| Syes - || Foml = Gae - A- B
About Membership

HEngeOn Conapot Demo provices & Bk lor inghvdyals, (Bebas, 1083, N CONDONEM DITAARE 10 a0 0TS B SNga0E in maasngiul voluniesr DODOMUNTES Ivoughout
Ut im Movada

W BTl I pIDMOSE wolinieanieT and got peopis mvohned in e communiti. HandeDn Connact Demo Gods T in parindetnp wih Sthor ofganizabons 80 wo and workeng
Rpatnad 80 bang ADOu lpng-lasting CRENE I DU COMTVIUNSS, From milvating chideen 10 Gacovedr Bnd IBam, 10 senang hot maaky 10 kow income families. 10 canng for e
ermvirermont, b lange Soak Fanslommational prosects. resdents of Bouthiom Nivada are responding b ontical rddds

1. Click the content you want to edit, position your cursor where you want, and then enter the
text you want to add.

2. Highlight the text you want to edit, and then use the toolbar to edit the content such as font

type, font size, font color, text alignment, and hyperlinks.

To accept the changes to your content click the Save Page.

4. To discard the changes click Cancel.

w
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Hiding a Web Page

If you want to display your website with some Web pages
removed temporarily, HandsOn Connect CMS 3.0 lets you
hide those pages.

Each time you re-publish your site, you can select which pages display live on the Internet, while
those you did not remain visible only in "Menu Item Settings"

To hide a web page

1. Select Pages

£ Pages = Menus a2 Blocks [,

2. Click the page you want to hide

Pages

CREATE NEW PAGE

Pagea URL

About Membership fabout-membership

About Partnership fpartnership
Volunteers Jfawwiato

/blockquote

Corporate Projects jcorporate-projects

3. Select Show Advanced Settings at the lower right of your page

HandsOn Connect - Content Management System (CMS) Page 22



HandsOnConnect .l
tions @®

SAVE PAGE

4. Uncheck Page Enabled

Advanced Settings

m Page Enabled

5. Make sure to click SAVE PAGE to save all changes or

6. Click Cancel to discard all changes

—

& Show Advance “@ | SAVE PAGE |
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Deleting a Web Page

As your site changes, or you change your mind, you can
delete pages from your website.

To delete a web page

1. From the main menu select Pages

| &= Menus ~ | 33 Blocks

2. Click on the page you like to remove

Pages

CREATE NEW PAGE

Page s URL

About Membership Jjabout-membership

About Partnership /partnership
Volunteers Javviato

Blockquote /blockquote

Corporate Projects Jcorporate-projects

Corporate Tes Jcorporatetest

jdemo-page

3. Select Remove at the lower left of your screen

HandsOn Connect - Content Management System (CMS) Page 24



HandsOnConnect .l
T ! ..

I Remove

4. C(lick Yes, delete it! to confirm or

5. Click Cancel to discard you act

Are you sure?

Do vou want delete this Page”?

Yes, delete it!
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Adding Images to a Page
Adding images to your page

Before you can add an image, you'll need to upload the image to the server, or you can
select an existing image from the image gallery.

1. Click on Pages from the main menu
2. Select the page you want to add an image to
3. Click on the image icon

=
th

— @\—M s 1
Size A- B

Font - a -

Uploading Images

Click on the Upload tab

Click on Choose File

Select your file

Click on the Send it to the Server tab
Click OK to save your work.

Lk wn =
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Image Properties ° b 4
LY yi

Image Info Lirk Upload || Advanced
°Send it tor the Server
| Choose File | No file chosen
\—/

Send it to the Server o
. 4

Cancel ﬁ

A

Selecting images from the server

1. Click on the Browse Server tab
2. Select the image from the gallery
3. Click OK to save your picture on the web page.

¢ Please note you can upload a picture from this step as well.

HandsOn Connect - Content Management System (CMS)
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Page Settings

Image Properties x |

Frien
URL:

Pa

Image Info || Link || Upload || Advanced

URL \O/

hitps:iihoecpe. blob.core. windows.net/8001/9001 -wps. | Browse Server |

2 File Browser

H @ Secure https://ps0.handsonconnect.org/file-browser?type

Upload File/Image
Choose File | No file chosen

UPLOAD

Images

b

Cancel
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Adding linked files (Chatter Files)

Using Chatter to share and view files

Chatter has made using Salesforce easier in many, many ways. Instead of saving
documents as salesforce 'documents' - and having to remember arcane steps to link those
documents for download to the public site, Chatter makes it possible to upload files quickly,
automates naming, and allows you to share the documents with users, groups, or anyone
with a public link. The public link can be used to make documents available to view and/or
download from the HandsOn Connect public site!

This makes it possible to even view Microsoft Word documents via the public site!

To start, click on the Chater Tab on the menu bar.

¢ "If you do not see the Chater tab, try clicking on the arrow to the right of the + sign
(where some tabs are hidden when browser is not wide enough), OR you can add the
tab yourself by clicking on the + icon and adding it to your page layout"

Volunteer Teams Connections Reports Dashbuardsm_

All Tabs \

Use the links below to quickly navigate to a tab. Alternatively, you can ;

View: | ailTass g

*_/‘ Answers

m App Launcher

< Associations

*_} Campaigns Tell me more!
“ | cases

[l
“C" Chatter

(2]

S

[T
=
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Go to Chatter / Files and upload or drag and drop files you

wish to share:

Exelis

2003 HOC Admin

Magsagas

Filas
Reeosnty Viewed

Filas | Owm

Filas Shangd with Ma

All Fles =

& Topis

All files | own

Upload Files or drag

iotions

8 -

-+

W "

Mama

=

Volunteer Photo Liahility Walver Template

Voluntear Communicn tion Template

Voluntear Project Timeline MOC Admin, 2003

Project Master Plan Workshas!

Site Vish Chacklint

Pra Project Chacklist

Holp foe s Pago
Gelowr mobile app

Last Modified

4205 PR

You can either upload files individually, or drag and drop multiple files all at once! This easily
adds files to your collection of shareable files.

Set the Sharing for each File:

Click on the drop down arrow next to a file's name, and you can set the sharing options for the
document, determining who can see and share your document.

To make a document available via the public site, you are going to choose Share via link.

HandsOn Connect - Content Management System (CMS)
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. !
QB |';E Project Day Timeline

Download doc (70 KB)

l4m

“ L Upload New Version ct Survey

Share with people
-y olunteering
Share with groups

Share via link 1
= Volunteer In

| —

w O

Sharing Settings

Share Via Link

This will give you a secure URL that you can use as a link to the document on the public website.
Copy it to your clipboard.

Share via Link

6 Anyone inside or cutside of your company with this link can view and download this file.

Copy and paste this link in an email or IM: &

https:inals.salesforce.com/sfe/pfi0000000avi2/ai0000000CbUBZE]OmIm 1 pcTOzkU 23t

| OK |

¢ You'll see the sharing that you've enabled in the Sharing settings for this file.
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5 - Google Form for October Work:
wol W coo

# Download docx (6.0 MB)

e # Upload New Version 33 HandsOn Con

Share with people

1-20 ] “ A Previc
Share with groups

Share via link

Sharing Settings | i

X

~ Sharing Settings

Help with Sharing &)

~ Share with: People, Groups, Anyone with link Make private
Shared With Permissions i

Any user In your company No i

2003 HOC Admin
Owner
HandzOn Connect Support

Anyone with link )
View Link Viewer

4 Previous Nextpk

Click Close
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Use the URL as a link for the document using the CMS.

Link Info

I__ink Type _
| URL 4 |

Protocol URL
[ https:/f = ] |na15.saI&Gfurce.cumfsfcrp.fiﬂ]]]]]]av@a!imm

Paste the link into the URL field, and (if desired), set the target to open the link in a new window
or tab.

Links appear on the public site - and when clicked - open up in a chatter 'viewer'

Volunteer Leader Documents

Employee Volunteer Interest Survey {doc)

Site Visit Checklist (doc)

Voluntear Project Timeline {(doc)

Project Master Plan Worksheet {doc)

Pre Project Checklist (doc)

Project Day Timeline {doc)

Post Project Survey (doc)

Volunteer Communication Template (doc)
Volunteer Photo Liability Waiver {(doc)

The document as viewed via the public site
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[ | #—

IAclﬁor; Corps 5
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a |
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The link (which can also be emailed to anyone), opens a secure Chatter Page, and makes it
possible to view pdfs, Microsoft Words Docs, or a variety of different document types right in
your browser. People can download the original file by clicking on the download link in the left

corner!

Controls on the bottom allow you to view one page at a time, and zoom the document as

needed to see it clearly.
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How to create a Business Page

There is a special functionality on the site designed to provide an ease of use feature for
Corporate Partners who have 'private opportunities' that require an invitation code and
don't appear on the public site through the normal calendar or search.

PS: A Leader in Service

“Volunteerism has always been an integral part of our company culture,” said Abney. "UPS's founder Jim Casey continually
advocated for employees to give back to the communities in which they live and work. Our pledge of logging 20 million
hours of volunteer service by the end of 2020 reinforces our corporate giving strategy and cur commitment to our
volunteering and philanthropic efforts that advance and enrich communities around the world.”

Each year, UPS employees, alongside their families and friends, have logged millicns of hours and provided countless
resources that benefit local community development. youth education, social issues and the environment. Since 2011, UPS
employees have logged 5.3 million hours of employee service around the world. Through the focused 2020 agenda, UPS
employees will build upon their existing volunteer efforts to continue contributing impactful service to local communities.

To view the current volunteer opportunities for UPS, enter an invitation code below:

Invitation Code ] SEARCH

The CMS can automatically create and publish pages that combine an organization's "Business
Description" with a Search box requiring just a company's invitation code for their private
opportunities.

When an employee or guest enters the invitation code, this page is refreshed with a listing of
the company's private opportunities.

Note: If a volunteer is logged in, and they are associated with that organization (instead of the
default 'individual" organization - they will not need to enter an invitation code. The search
results will automatically appear for any volunteer associated with that organization.

Let's create a business page!

In the CMS, go to Content, choose pages and click on New Page

HandsOn Connect - Content Management System (CMS) Page 35



Hands On(_‘.on.r__c ct ....

[ Content + | = Menus ~ | 88 Blocks ~ | # AddOns ~ | T Recycle Bin | ¢ Regions O

Content Types

Pages

He S
Cofﬁifggt HandsOn Connect 3.0

THE NEXT GENERATION VOLUNTEER MANAGEM

/_\ SOLUTION
DN

Next click on New Page and add your desired page content

Pages

CREATE NEW PAGE

Page

About Membership

Next check the box next the Corporate Page field and it will expose the Salesforce
organization ID.

Get the organization ID of the organization

Go to Salesforce and open the Organization record of the company related to your Corporate
Page. The easiest place to find the Salesforce organization (account) ID is to copy it from the
URL, for example:

Salesforce Lightning:

https://na00.lightning.force.com/lightning/r/
Account/0016A00000ET8XIQA3/view

Salesforce Classic:

https://nal00.salesforce.com/ 0016A00000ET8XIQA3
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Also, in the organization's Salesforce record, make sure that you set an Invitation Code.

Configuring Volunteer Opportunities

To associate a Volunteer Opportunity with a Corporate page, go to your volunteer opportunity
select the related Organization in the Requires Invitation From field:

v Is this Opportunity Private?

quires [nvitation From Irwitation Code
‘ Search Organizations... ‘

Please note that if some of the fields indicated in this article are not available, it may be that they
have not been added to page layout you are using.
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Sharing Portal Home Pages

In the Sharing Portal, the first page that is visible when a sharing portal user logs into the
portal is the "Home" page. It has the URL /dashboard and is a system page that cannot be
deleted.

In the CMS this page has a special characteristic that allow you to create different home
page content depending on which profile a user logs in with. This allows you to have one
home page for Partner Staff and another home page for Volunteer Leaders..

To Populate Home Page Content

Go to the content menu and select Pages.

Select the page called "Home"

Pages

CREATE NEW PAGE

Page s URL

(LWL E DR L= ] el w FRCLTL NI L={ ) R Tl = R LS

Example fexample

Coogle Forrm /google-form

listory Jhistory

/partner-portal/dashboard

lot Tip #2 fhottips2

Unique to this page is a picklist that identifies the profile of
the user logging in:

All users will see a picklist called "Profile". For users who have a customized instance of
HandsOn Connect, also visible may be a picklist called "Program Affiliation."
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Page Settings [Eaad

Friendly URL: partner-portal/dashboard
:
English Espafiol
Page Name: Home

If you want all profiles to see the same page -- select "Default" and put your page content into
the WYSIWYG box below.

If you wish to create separate content for individual profiles, then select the profile name, and
put the content for THAT profile into the WYSIWYG editor.

You can create separate pages for each profile:

Page Settings [Ehad

Friendly URL: partner-portal/dashboard

Partner Staff

English

Page Name: Home

[ Source B @ @ - Qi ML = Q=2 Q B I US

E & = H Stes = | Formai = | Font = | Size - | A- -

= I E

Partner Staff

WELCOME to the Sharing Portal

custom home page
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Page Settings

Friendly URL: partner-portal/dashboard
Profile: Volunteer Leader v
English spafio
Page Name: Home
[ Source B @ B - QL E L = LB =® Q|/B I US
= 22 EOE E £ E Styles - | Format -~ | Font - | Size - A- B

VOLUNTEER LEADER
WELCOME to the Sharing Portal

Hit Save to save the multiple versions of your Home Page.

@ Thereis a paid customization option to add an additional field to the contact record

called "Program Affiliation" which will make it possible to offer additiional home page
variations.

When this customization is enabled -- you'll be able to create multiple program
affiliations in the contact record - and then define a home page based on a
combination of profile and Program Affiliation".

If you have a business need for additional sharing portal home pages with specialized
content for partners or volunteer leaders that are associated with specific programs,
please open a zendesk ticket with the subject: Request for pricing for additional
Sharing Portal Home Pages for programs.

In the ticket, give the details of the various programs which will need their own
individualized sharing portal home pages. .
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Simple GDPR Notice (Sample)

The General Data Protection Regulation (GDPR) which goes into effect on May 25th, 2018.
GDPR is a major step in protecting the privacy of European Union (EU) residents, giving them
more control over what, how, why, where, and when their personal data is used.

This document is meant to provide a very simple sample to get you started with your GDPR
notice. Make sure to consult with your legal counsel.

GDPR PRIVACY NOTICE (Sample)

Privacy Notice

We are committed to safeguarding the privacy of personal data. This Privacy Notice outlines the
collection, use, and disclosure of personal information provided to our users, clients, partners,
and constituents. When information is submitted to us, or you use the our websites and other
services, you consent to the collection, use, and disclosure of that information as described in
this Privacy Notice.

Use of Information

We collect and processes Personal Information and Sensitive Personal Information from
individuals who use our services or our customers only as necessary in the exercise of our
businesses legitimate interests, functions, and responsibilities to deliver our products and
services. Personal Information is collected from users and customers and shared with internal
and external parties as necessary and in the course of providing our products and services.

For purposes of this Privacy Notice, Sensitive Personal Information is defined as race, ethnic
origin, religious or philosophical beliefs, health data, sexual orientation, and criminal
convictions.

For purposes of this Privacy Notice, Personal Information refers to any other information
concerning a natural person that is created by or provided to us from or concerning users and
customers.

Third Party Use of Sensitive Information

We may disclose your Sensitive Personal Information and other Personal Information as
follows:

« Consent: We may disclose Sensitive Personal Information and other Personal Information if
we have your consent to do so.

+ Emergency Circumstances: We may share your Personal Information, and Sensitive Personal
Information when necessary to protect your interests and you are physically or legally
incapable of providing consent.
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« Employment Necessity: We may share your Sensitive Personal Information when necessary
for administering employment or social security benefits in accordance with applicable law
or any applicable collective bargaining agreement, subject to the imposition of appropriate
safeguards to prevent further unauthorized disclosure.

+ Public Information: We may share your Personal Information and Sensitive Personal
Information if you have manifestly made it public.

+ Archiving: We may share your Personal Information and Sensitive Personal Information for
archiving purposes in the public interest, and for historical research, and statistical
purposes.

+ Performance of an Agreement or Services: We may share your Personal Information when
necessary to administer an agreement or in the performance of services you have with us.

* Legal Obligation: We may share your Personal Information when the disclosure is required
or permitted by international, federal, and state laws and regulations.

+ Service Providers: We use third parties who have entered into a contract with us to support
the administration our operations and policies. In such cases, we share your Personal
Information with such third parties subject to the imposition of appropriate safeguards to
prevent further unauthorized disclosure.

+ De-ldentified and Aggregate Information: We may use and disclose Personal Information in
de-identified or aggregate form without limitation.

Security

We implement appropriate technical and organizational security measures to protect your
information when you transmit it to us and when we store it in our information technology
systems.

Retention and Destruction of Your Information

Your information will be retained in accordance with applicable state and federal laws. Your
information will be destroyed upon your request unless applicable law requires destruction
after the expiration of an applicable retention period. The manner of destruction shall be
appropriate to preserve and ensure the confidentiality of your information given the level of
sensitivity, value, and criticality to our operations and organization.

Your Rights

You have the right to request access to, a copy of, rectification, restriction on the use of, or
erasure of your information in accordance with all applicable laws. The erasure of your
information shall be subject to the retention periods and in accordance with applicable state
and federal laws. If you have provided consent to the use of your information, you have the
right to withdraw consent without affecting the lawfulness of our use of the information prior to
receipt of your request.

Users and customers may exercise these rights by contacting us
at dataprotection@handsonconnect.org
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Information created in the European Union may be transferred out of the European Union. If
you feel we have not complied with applicable foreign laws regulating such information, you
have the right to file a complaint with the appropriate supervisory authority in the European
Union.

Updates to This Policy

We may update or change this policy at any time. Your continued use of our website and third-
party applications after any such change indicates your acceptance of these changes.
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Attaching Links to Files and Documents in
CMS Pages and Volunteer Opportunity
Descriptions.

Sometimes you want to make a file (a .pdf document, a word .doc) accessible on a page
that appears in the public site.

This might be on a page you create with links to various documents, or you might want to
embed a link in a volunteer opportunity description.

There are two ways to do this each with advantages and disadvantages:

Method 1: Share a file stored in Salesforce.

Advantages: the .pdf or even a word .doc can actually be viewed in the browser. It can also
be downloaded. This is the preferred method.

Also - you can update the file in SF, and the new version of the file will be accessible without
changing the link on the public site.

Disadvantage: If your SF instance is an older one, you may have to make a request to SF to
activate the public sharing of files.

Method 2: Add a file to the CMS.

Advantage: Quick and easy to do when creating a page in the CMS.

Disadvantage: The link to the document will only download the document. It won't be
viewable online. And some users may not realize they've downloaded the document.

Method 1: Share a file stored in Salesforce

1. Store your document as a Salesforce "File" (not a Salesforce 'Document” or attachment.)
2. Share the document via a "link"
3. Use the link URL as a hyperlink in your CMS content.

Upload and Share a File

Go to Files, and click on "Upload Files" and upload your .pdf or word .doc
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E:E HOC Lightning Home  Contacts -~ Organizations -~ Volunteer Events -+ Volunteer Opportunities -~ Files ~  Morew F
Files
Owned by Me Upload Files
@ iterns - Sorted by Last Modified Date
Owned by Me TITLE OWNER LAST MODIFIED DATE 4
Shared with Me h HOCLogoSquare500px 9015 HOC Admin 12/12/2018 6:11 AM -
Recent icon 9015 HOC Admin 10/ 26/ 2018 12:07 PM v

In your Files list, click on the right triangle and choose

Files

Owned by Me Upload Files
10 items - Sorted by Last Modified Date

Owned by Me TITLE OWNER LAST MODIFIED DATE &

Shared with Me chatter-S0ways 8015 HOC Admin 2/19/2019 2:01 PM

Recent HOCLogaSquareS00px 9015 HOC Admin 12/12/2018 Download

. Share
Following icon 9015 HOC Admin 10/26/2018
Librari Public Link
ibranes salesfarce-noname-logo 9015 HOC Admin 10/26/20% 0

View File De .w
Internal Agenda for Aug @ meeting with 9015 HOC Admin B/14/20181
Upload Maw Version

SalesforceOptimizerRepart_V2.2_01-17-2018_02-0.. 9015 HOC Admin 1/16/2018€ pyi Fiie Details

sharinpixHOC Cloud Solutions LOGO.png 9015 HOC Admin 1/3/2018 11 Delete

o1 I Elge]

Click on "Create Link"

Public Link Sharing

Anyone inside or outside of your company with this link can view and
download this file.

No public link created

Click on 'Copy Link' to put the URL to the file on your clipboard.

Now use this URL as a link (or menu item) on your public site. Set the 'target" for the link to
"New Window (_blank" (so the viewed document will open in a new tab or page). (You can also
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use this URL as a link within an opportunity description page).

This link will now open the document and make it viewable and downloadable if desired, via

your public site.

Public Link Sharing

Anyone inside or outside of your company with this link can view and

download this file.
https: // hoc9015.my.salesforce.com/sfc/ p/ INOOOO 'ﬁ

Link Info Advanced

Target
Mew Window (_blank)

Cancel “

What to do if you don't have the option to get a public link
for your SF File:

@ Olderinstances of Salesforce may not have that functionality enabled by default.
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Go to Setup / Files / Content Deliveries and Public Links - and make sure a check mark
is next to "Public Links can be enabled for users) (Requires Content Deliveries).

If you don't see the setup option "Content Deliveries and Public Links" -- then you have
to open a Salesforce Support Ticket and request to activate the feature "Content
Deliveries & Enabling Content Delivery Setup".

For instructions on making this request to Salesforce Support - see this Article:

https://help.salesforce.com/articleView?id=000240244&type=1

Once you have this feature enabled and set up - its super easy to upload files and get
URLs you can use to make those documents accessible from your publkic site.

Method 2: Create a link in the CMS and upload a file:

When you create a page of content in the CMS, select the text you wish to link to a document,
and click on the 'link" icon:

PAGE SETTINGS EESEE o

Friendly URL: flinktest

Page Title: A Page with Links

Bserce | X B @B & G « q&a$@|-mn:|zc:.ﬁnaru5

E = = 2|2 = = stes = | Mommal = | Fonl * | Siza - A- B-

| wrant to link this text to a document.

A popup window will allow you to Upload a document, OR you can click on "Browse Server"
where you can select an existing file you've already uploaded.

When you upload the document, the URL of the file, now stored on the server will be shown.
Click "OK" and the link will automatically be created to your selected text.

HandsOn Connect - Content Management System (CMS) Page 48


https://handsonconnect.screenstepslive.com/%C2%A0https://help.salesforce.com/articleView?id=000240244&type=1

'@
HandsOnConnect %o
Cloud Solutions @®

Link Info Advanced

Display Text

| 'want to link this text 1o a document.

Link Type
URL

URL
hocps.blob.core.windows. net00001 3Mles/report-6.c5v

Cancel
A

A Note: Your linked file will be downloaded when the link is clicked on. It will not be
visible as a document in the browser as a chatter file would be in Method 1.

If you wish to link a document to an opportunity description, you'll first have to upload
the file in the CMS, and then copy the URL to it, and then use that to link to content in

the opportunity detail.
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Menus
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Working with your Site Navigation

Adding a menu links

With multiple-page sites, a navigation menu at the top of every page helps visitors find their
way around. If you have lots of pages, add submenus.

To start
Click on Menus
Select Main Menu

Select Menu Item Settings

& Pages | i= Menus ~ | 38 Blocks ~ | # AddOns ~ | @ Recycle Bin | & Regions O

Add Menu
Main Menu Menu Settings

secondarySidebarAboutUs Menu Item Settings

cl ] w ) 4
HeaderSecondaryMNavigation
' THE NEXT GEMERATION VOLUN
SOLUTION

SubMenuResourcesforaDemaos
SubmenuFagPage

. For Nonp!

Creating New Menu Item

To add a navigation/menu links, click Create New Menu Item,
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Main Navigation - Menu Item Settings

| CREATE NEW MENU ITEM l h

Menu item

A I I

UEL Wisible 1y
Jfsearch Al wsers
fsearch Al wsers
Jappenunity Al wsers
fopportunity Al wsers

hitps: { / ps0. handsonconnect.org/search/share/ 3ef84bcBdlasdeELAES6 196305 606chs Al users

Banps: | psQ handsandenmect arg) search fshare 3ef34bcBalabeBLASSE 196305806k All users

Yes

Yes

s

Yes

Yes

Yes

1. Menu Page: Enter a Menu Name in the blank field

N

the Create New Page

NousWw

Create new menu item - Menu Item Settings

English

Menu Mame:

Page:

URL:

Parent menu:

Order:

Visible to:

©0000 @©

Espano

sponsors

/sponsors

Root - This is the first level v

All users A

M CREATE MEW PAGE

& Show Advanced Settings Cancel m

Page: Select an existing page to create a Submenu Item, or create a new page by selecting

URL: Please note by selecting an exiting page the URL: field will get populated automatically
Parent menu: Select the Root lavel where you like your page to be under
Order: Enter the order number you want your page to appear in the navigation menu
Visible to: Select who can view this page

SAVE MENU ITEM: Click Save Menu Item to save your entries
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Hiding a Menu Item

To hide a menu item

In the upper menu bar, Click Menus.
Select Main Menu
Click on Menu Item Settings

AN =

Or you can select the icon on the top right of your screen

& Pages L= Menus 22 Blocks B AddOns

Add Menu
— Main Menu
secondarySidebarAboutUs
HeaderSecondaryMavigation
SubMenuResourcesforaDemos

SubmenuFagPage

. @ Recycle Bin | & Regions O

Menu Settings

Menu ltem Settings

5. From the Main Navigation - Menu Item Settings

6. Click on the pages you want to hide on the Internet

Main Navigation - Menu Item Settings

Menu item URL
g nteer isearch
4 . r ty J1earch

#' tunity ' JoppaTtunity

4
Visible 1o Enabled
All users Yes
All users Yes
All users Yes

7. Click on Show Advanced Settings
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Clond Solution: @

#E Show Advanced Settings SAVE MENU ITEM

8. Uncheck the Enabled box.

Advanced Settings

Target: —parent .
Intermal or Exrternal Link

T?-pg: CMs el

Spsrem ftems will be wsed for sysrem pages wivch

showld ot be .;'.':._m(.'m::' by end Wsers

9. Select SAVE MENU ITEM to save your work

& Hide Advanced Settings
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Deleting a Menu Item

To Delete a Menu Item

In the upper menu bar, Click Menus.

Select Main Menu

Click on Menu Item Settings

Or you can select the icon on the top right of your screen

AN =

Partners

Menu ltem Settings

£ Pages = Menus 22 Blocks ~ | # AddOns ~ | @ Recycle Bin | &f Regions O

Add Menu
Main Menu Menu Settings
secondarySidebarAboutUs Menu Item Settings
HeaderSecondaryMNavigation ' Menu Item
SubMenuResourcesforaDemos

SubmenuFagPage _.x/

From the Main Navigation - Menu Item Settings

5. Click on the pages you want to delete from the Internet

Main Navigation - Menu Item Settings

CREATE NEW MENU ITEM

-{- About Partnership fpartnership
-{- SignUp / Registration forganization-sign-up
++ fvol-resources

6. Click Remove at the lower left

HandsOn Connect - Content Management System (CMS) Page 55



HandsOnConnect .l
tions @®

Disaster - Menu Item Settings

English Espanol
Menu Name: Disaster
Page: Disaster-Response
URL: /disaster-response
Parent menu: Root - This is the first level
Order: 8
Visible to: All users b

) e—

7. Select Yes, delete it! to remore the item,

8. Or Cancel to discard all changes

Are you sure?

Do you want delete this Menu [tem'?

Yes, delete it!

HandsOn Connect - Content Management System (CMS) Page 56



Onl

Blocks

HandsOn Connect - Content Management System (CMS) Page 57



HandsOnConnect .0

Search Results Block

The Search Results block allows you to use the new Search Results and Calendar layouts to
show your opportunities. These layouts display the results as tiles in a grid layout, where each
tile is a volunteer opportunity.

Note that this block requires a good understanding of the CMS and HOC. Hence, it is not
enabled by default. If you do not see it in your CMS "Blocks" menu, please contact us at
Customer Support.

Here is an example of the calendar layout (with Show Images turned on) using the Search
Results Block:

Friday, March 23, 2018
MAR

Package Bulk Food for Prep and Pack Bikes Help Youth Volunteer
Those in Need! for Africa Leaders Write Their
Way to Latin America
49 SPOTS AVAILABLE ON 48 SPOTS AVAILABLE ON 49 SPOTS AVAILABLE ON
3/23/18 10:00 AM 3/23/18 10:00 AM 3/23/18 10:00 AM

As you can see above, the Search Results Block also supports thumbnail images (optional),
which you can help automate using a Salesforce Process Builder. See the following related
posts:

« How to upload images for use in the Featured Opportunity Block
+ Featured Opportunity and Search Results Blocks - Set default images

To get started with the Search Results Block, select "Search Result" from the Block Menu in the
CMS utility bar and add a new search result block (note that your available CMS blocks vary
depending on the version of HOC that you are using).
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iI= Menus 22 Blocks - AddOns i Recycle Bin < Website Design

Advanced Search

Basic Search FOR VOLUNTEERS ~ FOR

Button Block

Featured Opportunities

Header Logo

Image
Image Slider
Listing CM5
R55

Search Result

Define the parameters for your block

1. Name your Search Results block. We recommend being descriptive, e.g., "Main Search
Results".
2. Select the CMS region where you want your video to appear.
Give your block a Title (optional)
4. Set the block settings:
1. Display Format:
1. Listing: Standard Search Results displayed in a grid format ordered by the search
criteria selected
2. Calendar: Search results presented in a grid format grouped by day. Only days with
opportunities are shown.

w

2. Custom Sort: Leave blank. Do no use this field. This field is for support staff use only. It
makes it possible for us to create custom sort orders if needed for special cases.

3. Set Default Value Distance if you want to restrict the search radius (in miles or
kilometers)

4. Set the Search Options and Filters. This is what the user sees and the options they
have the narrow their search (labels are self-explanatory). Toggle on or off as desired.
1. Show Availability Section

Show Who to Serve Section

Show Invitation Code Section

Show My Searches Section

Show Distance Field

Show My Causes Dropdown (not in use - future improvement)

Show Type Opportunity Section

Show Appropriate For Section

Nk WN
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9. Show Programs & Causes Section

5. If you are using images for your opportunities, you can choose the display them by
toggling on the Show Image option.

6. Show Zipcode in Location: Displays city and zip to the search result tile for each
opportunity.

5. Use the advanced settings to specify which page(s) you want this block to appear on, and in
what order relative to other blocks or content on the page.

Save the Settings of your new block.

7. You are done!

o

SEARCH RESULT BLOCK X

Name: Region:

Title:

Display Format: Listing v Default Value Distance: Any A

Custom Sort Show View By Section Ne

Show Availability Section: No Show Type Opportunity Section No
Show Who to Serve Section No Show Appropriate For Section: No
Show Invitation Code Section: No Show Programs & Causes Section: No
Show My Searches Section: No Show Image: No
Show Distance Field: No Show Zipcode in Location: No

Show My Causes Dropdown No

Cancel

Linking your Search Results Block to a Basic Search Block

Once you create a Search Result Block, it will be available in your Basic Search Blocks under the
Redirect to Search settings. If you select here a Search Result Block when a user starts a
search on the related Basic Search Block the results will be displayed using your Search Result
Block, instead of the "classic" search results.
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Basic Search Block

Content Coming Soon!
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Button Block

A button block allows you to easily create a button in the CMS and set the URL you are sent
to if you click the button.

Select Button Block from the Block Menu and create a new button block.

aa Blocks B AddOns & Recycle Bin « Regions O

Advanced Search

Basic Search
Button Block Add Block

Featured Opportunities Home Button Block

Header Logo

Define the parameters for your button.

Specify the text you wish to appear in your button.

Set the URL you wish the user to go to when they click the button

Do you want the button to open the page directly (_parent), or in a new tab? (_Blank)

How do you want the button aligned.

You can choose to present a button, or just a plain link. (Note: The button is automatically
set to match the style and color of other buttons in your site theme).

Use the advanced settings to specify which page(s) you want the button to appear on, and in
what order relative to other blocks or content on the page.

uhwn =

o
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BUTTON BLOCK SETTINGS

Name

Home Button Block
English
Title:

Text Button:

Button Target:
Button Alignment:
Button Type:
ADVANCED S

Order:

Basic Settings:

URL
. !

©©e

Region:

Please select one region by layout.

See all Opportunities

See all Opportunities

©

/search

©

Url to redirect. If the url is internal please include only the path: Ex.
/seach. If the url is extemal please include the full url. Ex.

https./waw.handsonconnect.org

_parent
Center

Button

ETTINGS

Show Title v

All Pages
All pages, except URLs below

® Only URLs listed below

Enabled

o

What the button looks like on your page

F.4

1

Lorem ipsum dolor sit amet, consectetur i
iaﬂlplsclng elit. Aenean sed lacus eget lorem
suscipit imperdiet. Sed magna lectus, varius
et risus vel, lacinia pellentesgue turpis.
{Aenean et laoreet lorem, In ultrices eros.
Praesent vel interdum dolor, eu congue elit.
Nulla ultrices arcu finibus sapien aliqguam,
vitae porta ante hendrerit. Nam viverra elit
ar leo feugiar, dignissim tempus nulla
pharetra. Nulla a tempor diam. Nulla quis
est porttitor, lobortis metus ew, lacinia sem.
?1u||am non efficitur ante, sit amet gravida
risus.

Art and Crafts with
Kids

Help Kids with creative
projects while their parents
are in parenting class.

Riverside, CA

3/9/18 7:00 PM +maore

<< First

We Need You Here!
Parlez Vous?

For testing French 5kill
Riverside, CA

12/21/18 6:00 PM +more

< Previous 1 2 3 4 Next:>

Help Youth
Volunteer Leaders...

Help young volunteers
realize a dream! We have
29 youth volunteers...

Tampa, FL

3/1/18 6:00 AM +more

Last = >

;,u

r
P

See all Opportunities
i

You can edit the button by clicking on the pencil icon to the right of the block.

Alternative Method: Using the HTML Block

If you are comfortable with HTML and inline CSS, you can also use an HTML Block to add your
Social Media icons and links. This will give you more flexibility and customizability.
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Featured Opportunities Block

The Featured Opportunity Block has a myriad of features and has its own chapter dedicated to
it.

Click here to read about the Featured Opportunity Block
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Header Logo Block

Content Coming Soon!
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Image

Content Coming Soon!
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Image Slider

The Image Slider Block allows you to easily create an image slideshow so you can show multiple
images in one place on your page. To start, select Image Slider from the Block Menu and
create a new button block.

= Blocks i AddOns @ Recycle Bin + Regions O

Advanced Search

Basic Search

Button Block FOR NONPROFITS = FOR

Featured Opportunities

Header Logo

Image

Image Slider Add Image Slider Block

Listing CM5 Disaster

RSS HomePage 5lider

Basic settings

Define the basic parameters for your block:

1. Name: Name of the block. Be descriptive but keep it short.
2. Region: Select layout(s) and region(s) where the block should be displayed.
3. Title: Title shown to the end user if Title is turned on in the Advanced Settings.
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IMAGE SLIDER SETTINGS %

Name: o Region: o

FPlease select one region by layout.

Title: o

Add one of more slides

Click on the Add Slide button for each image you wish to add to the slider. Set the following
parameters for each slide:

1. Title: Title for the slide. Leave blank if you do not want one. [Optional]

2. Add Picture: Select the image you wish to add. The recommended dimensions will vary
depending on your page design, where you are placing the Slider Block, and the number of
images you are going to show per slide. Getting the right image and work the way you want
it may take some a couple of tries. Take a look at the post titled Working with Images.

3. HTML Alt: Provides alternative information for an image if a user for some reason cannot
view it. May be blocked by the browser or the end user be visually impaired (using a screen
reader). If you are required to comply with an accessibility standard, such as the Web
Content Accessibility Guidelines (WCAG), you need to set this attribute. [Optional]

4., HTML Title: Displays extra information on the image using a tooltip text when the mouse
hovers over the element. [Optional]

5. Weight: Relative positioning of the image [Optional]

6. Type of Link: Used to make you image clickable to direct the user to another page.

1. None: The image is not clickable
2. Image: Makes the whole image clickable
3. Button: Displays a button on top of the image

7. Summary: Summary to show on the image [Optional]
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Title: o

SLIDES
Weight

HTML title:

Type of Link:
Please select a region to recommend a resolutio
your image None

Summary: o

[8) Source — L E=®Q BI US

- | sSize - A- B

fm*

[EL
5L
el
o
ar
i

=E = = =E Styles ~ | Format - Font

@ Remove

Advance Settings
In addition to standard Advanced Settings found in all CSM blocks, the Slider Block has two

more:

1. Effect: The transition from slide to slide can be Slide (images come in from right to left) of

Fade (images fade in and out)
2. Images per Slide: The Slider displays one image at a time. You can choose to show more

than one image in a slide.
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ADVANCED SETTINGS

Grder: Show Title + Enabled
Disable Auto Play Show navigation
Effect: o Images per Slide: e
Slider v 1
Wisible to:

& All Pages
All pages, except URLs below

Only URLs listed below
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Listing CMS Block (Advanced)

@ Please note that this is an advanced block. You may be expected to have technical skills
and a solid understanding of Salesforce and its features. Advanced blocks are usually
not covered in our standard training.

Advanced blocks usually have many uses, which make them challenging to document.
We will provide some basics, but expect to spend some time tinkering with them and
discovering what is possible.

The Listing CMS Block is not enabled by default. You need to request via our support desk that
it be turned on for your instance. Once it is activated it will be available via the CMS underBlocks
> Listing CMS.

The Listing Block allows you to organize collections of CMS pages (e.g., blogs, news listings) or
collection of Salesforce data and display them as a listing, grid, and slider. It provides the tools
to build and show these collections, but it is not meant to be a turnkey solution. That is, it
requires some work and experimenting, especially because it can be used in many ways.

Dricplay Format: List v Sort Created Date
Display Read More: Display Summany:
Display Search Section: isplay Paging:

Content Types: Select a Content Type * Mumser of Iterms:

inchede ub-Types Rems Per Page:

Since this is an advanced block, we are not going to cover the basics of CMS blocks (e.g., name,
regions, title, advanced settings).

The Listing Block can be used in two primary ways:
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. Content Types: Organize CMS pages into a collection that can be displayed in a list-like

format and searched on.
Salesforce Views: Organize Salesforce records from a Salesforce View into a collection that
can be displayed in a list-like format and searched on.

The following video will give you a good sense of how to use thelListing Block (and Featured
Opportunities). We recommendseeing the whole video since the beginning covers some basics
of the CMS and the Featured Opportunity Block, which is similar to the Listing Block, but if you
want to jump to where we cover the Listing Block, it starts at 11 minutes and 20 seconds. (Note
that the video does not cover Listing Blocks using Salesforce Views.)

Listing Blocks using Salesforce Views

The basic steps to create alListing Blocks using Salesforce Views are:

1.

2.
3.
4,

In Salesforce go to the object that has the data you want to list on your public site and create
a view with the columns that contain the information you want to list.

Make sure the view Visibility is set to "Visible to all users"

Got to your CMS and create a new Listing Block. Under Source select "Salesforce View".
Select the Salesforce Object and View.

These steps will connect yourListing Block to your Salesforce View. Use the Listing Block settings
and page instructions to complete the configuration you want. Remember to tinker!
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RSS (Integrating a WordPress blog on your
home page)

Blogs are an easier way to quickly publish news items. To make it easy to publish your
latest news on the home page, HandsOn Connect offers an integration for blogs on the
WordPress platform.

If you don't have a WordPress blog - create one!

A better way
to blog.

Learn more
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In the blocks menu, choose "RSS" and choose "Add RSS
Block"

[ Content iI= Menus 28 Blocks A AddOns i} Recycle Bin 4 Regions O

Advanced Search

Basic Search FOR FOR
VOLUNTEERS ~ NONPROFITS

Button Block

Featured Opportunities

Header Logo

Image

Image Slider

Listing CM5

RSS Add RSS Block

Search Result Latest News

You can also edit a block if you already have one listed (in this case "Latest News" is an existing
block which we can choose to edit.

Block Settings

1. Name: The internal name by which you want your block to be called
2. Region: Where do you want the block displayed?
3. Title: The title for block that you can make visible as part of the published block

4. Feed URL: The Word Press Feed Link is the link to the RSS feed you have set up for your
blog. It usually looks like this: http://handsonblog.org/feed/ but there are other kinds of
feeds that you might enable and link with slightly different URLs. Important: You must add a
trailing / after the URL.  (NOTE: if your blog feed ends in wordpress.com then you must use
https:// at the start of your URL. having the "s" in the https:// is important because of
wordpress security settings.

5. Display: How many items do you want to display on the page. It will display the most recent
posts.

6. Advanced Settings .. as in all blocks, do you want to display the title? Enable the block to
make it active, what pages do you want to display the block on.
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¢ the URL"/" means 'root' and is the home page of the site.

RSS BLOCK SETTINGS X
— ) S )
Latest News

Please select one region by layout.

English

Title: o Latest News
N~

Feed URL: ° http:/ /www.pointsoflight.org/blog/feed
=

Display: ° 4 more recent posts
=

ADVANCED SETTINGS - )

Basic Settings:

w  Show Title « | Enabled
Visible to: All Pages
Al pages, except URLS below
® Only URLs listed below
URLS:

Please put one URL per line. Include each URL in the format: /url

@ Remove 4 Hide Advanced Settings SAVE SETTINGS
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Search Results Block (Advanced)

This is a new block that is available in some HOC templates and custom sites. It combines the
visual appeal of the Featured Opportunity Block (including the ability to display images) with the
functionality of a search page. It can be configured in either List View or Calendar View and can
be used to supplement or replace the standard search listing and calendar pages.

Like the Featured Opportunity block, you can choose what items to display for each
opportunity, including the option to include an image.

Like the Search and Calendar Blocks, you can choose which filters to allow a user to apply to the
search results.

Screen Shot of Search Results block in Calendar Format

Dates. = Riverside, CA | FIND
FROM TO I
y222018 > 353172018 4“8 Thursday, March 22, 2018

Your Availability

Who To Serve

Appropriate For

Have An Invitation Code?

+ + o+ o+ o+

Wizarding Games Support Girls on the Graffiti Cleanup
Registration Volunteer Run

My Searches

10 SPOTS AVAILABLE ON 49 SPOTS AVAILABLE ON 49 SPOTS AVAILABLE ON

3/22/18 9:15 AM 3/22/18 10:00 AM 3/22/18 10:00 AM

=N Friday, March 23, 2018

Package Bulk Food for Prep and Pack Bikes Help Youth Volunteer
Those in Need! for Africa Leaders Write Their

Way to Latin America
4 SPOTS AVAILABLE ON 48 SPOTS AVAILABLE ON 49 SPOTS AVAILABLE ON

3/23/18 10:00 AM 3/23/18 10:00 AM 3/23/18 10:00 AM

For information on adding images to use for this block, see this article:
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Social Networks Block

The Social Network Block is one of the simplest to use. It facilitates adding icons linked to social
media accounts to your HOC public site:

FoLLOWUS! O 05 D

All you need to do is add your social media URLs for the social media accounts you use, such as:

* YouTube
+ Twitter

« Facebook
* Instagram
« LinkedIn

To use the Social Media Block use the form below. Here are some of the parameters you can

set:

ik wn =

Name: The internal name by which you want your block to be called
Region: Where do you want the block displayed?
Title: The title of the block that you can make visible as part of the published block
URLs: URLs of each of your social media pages.
Advanced Settings: as in all blocks, do you want to display the title? Enable the block to

make it active, what pages do you want to display the block on.

SOCIAL NETWORK BLOCK SETTINGS

Name:

Social Network

Title

Youtube URL:

Twitter URL:

Facebook URL:

Instagram URL

LinkedIn URL:

Title Display

i Remove

Region:

Social Network

https: / /twitter.com/HandsOnConnect

https:/ fwww.facebook.com/handsonconnect/

https:/ /www.instagram.com/handsonconnect/

https: / /www.linkedin.com/company/10508724/

Above
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Alternative Method: Using the HTML Block

If you are comfortable with HTML and inline CSS, you can also use an HTML Block to add your
Social Media icons and links. This will give you more flexibility and customizability.
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Sponsors

Content Coming Soon!
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System Forms (Overview)

The menu item "System Forms" in the block menu, gives you access to edit four system-
managed forms / configurations.

The details of each of the system form blocks is found in the chapter System Forms:

Organization Registration - the page Organizations use when they sign up to become partner
organizations.

Personal Information - The page volunteers and partners use when they wish to update the
information they submitted during volunteer regisration.

Volunteer Registration - The page volunteers use when they create an account on your public
site.

Opportunity Detail Page - Allows you to customize the way links and buttons appear on the
opportunity detail pages.

System Forms

Video
Organization Registration

HTML Editor
Personal Information

Fi nd a Volu nteer Volunteer Registration

Opportunity detail page
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Video Block

Avideo block allows you to easily embed a video in a CMS page from a video service such as

YouTube or Vimeo.

Select Video Block from the Block Menu in the CMS utility bar and create a new video block
(note that your available CMS blocks vary depending on the version of HOC that you are using).

[ contemt = Menus 88 Blocks B AddOns B Recycle Bin | # Website Design

Advanced Search

Basic Search FOR VOLUNTEERS = FOR NO
Button Block
Featured Opportunities

Header Logo

Image

Image Slider
Listing CMS
Search Result
Social Networks
Sponsars

System Forms

HTML Editor

Define the parameters for your video.

1. Name your video block. We recommend being descriptive, e.g., "Home Page - Intro Video".

2. Select the CMS region where you want your video to appear.

3. Give your video a Title (optional)

4. Enter the URL of where your video is hosted. For example, if it is hosted on YouTube, to
youtube.com and find the video you want to add to your page. Click on the "Share" link and
copy the URL it provided, which usually looks something like this: https://youtu.be/
dmfahS0zi0Y. Paste this URL in the URL field of the video block.

5. Add a description (optional)

6. Select where the description will be displayed in relation to the video (optional)

7. Select the size of the video. This is how much screen space it will use.

8. Use the advanced settings to specify which page(s) you want the video to appear on, and in
what order relative to other blocks or content on the page.

9. Save the Settings of your video.

10. You are done!
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VIDEO BLOCK SETTINGS

X
Mame: Reg!
Title:
Description Bsorce | @ 0 @ @R [FRENT Q by || %
TEH DO D ma g
BI UGS &L = £ % === 50 HE = ™
Toem=zZeQn=e
tyies Format - | Font - | size - A-B- a7
URL:
;. F Dascrips

Size: Small

ADVANCED SETTINGS

Order: Show Title v Enabled

Visible to ® Al Pages

All pages, except URLs below

Only Ul elow

Alternative Method: Embed a video using the HTML Block

Many video services such as YouTube and Vimeo provide an "embed" code which you can use
to embed a video in a CMS HTML block. This allows you to add video using the HTML block
instead of the Video block, though it may require that you have some basic HTML skills.
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HTML Editor Block

The HTML Block is the workhorse of the CMS, and it is probably the one you will use the most.
It is also the most flexible since it allows you to display and mix different content (e.g., text,

tables, images, embedded videos).
The HTML Block uses the same HTML editor you find when creating or editing a CMS page.

Create or edit your HTML content

To create or edit an HTML Block got to the CMS utility bar and click on Blocks -> HTML Editor. It
will open a dialog like this:

HTML EDITOR BLOCK SETTINGS

Name Region:

= I, | = NMEHME=® QB I US
~ | Size - A- -

5
o
2
1]
T
51
5L

It
wr
IIii

= HEOEE EE Styles - Format - Font

Define the parameters for your block

Name your Search Results block. We recommend being descriptive.
Select the CMS region where you want your content to appear.

Give your block a Title (optional)
Enter your main content in the HTML editor and format using the different options, using

the icon buttons on the top of the rich text area, such as:
+ Source: Provides source code editing in the source editing area that replaces the
WYSIWYG view within the editor interface. Please read our friendly warning below about

using the Source.

+ Cut & Paste buttons: includes paste from Word, which we strongly recommend using if
you are indeed pasting from Microsoft Word.
* Undo or redo buttons

AN
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+ Find
* Replace
+ Select All
+ Remove Format: clear all formatting. Useful the formatting has gotten wonky, and you
want to start again without deleting the text itself.
+ Hyperlinks: Can be used on text and images.
+ Link: create a text that links to another page.
* Unlink: remove a link.

* Anchor: links within the same HTML editor content.

+ Image: insert an image using the image gallery.

+ Table: add a table and set basic table properties, such as:
« Number of rows and columns.
+ Table width and height.

Cell padding and spacing.

Table headers setting.

Table border size.

+ Table alignment on the page.

+ Table caption and summary.

* Horizontal line
* Smiley
+ Font styles...

« Bold

+ ltalics

« Underline

+ Strikethrough

* Lists...
* Numbered list
* Bulleted list

* Increase Indent
+ Decrease Indent
+ Text alignment...

« Left

+ Right

+ Center

* Justified

+ Styles: drop-down of selected styles. Use sparingly.

« Paragraph formats: drop-down of normal text and headers. We strongly encourage
that you use these instead of trying to custom format your content. It will give your site
consistency and make it more compatible across browsers, and perform better in search
engine optimization.

+ Font: use sparingly. We recommend using the Paragraph formats instead.

+ Font size: use sparingly. We recommend using the Paragraph formats instead.

+ Font color: use sparingly. We recommend using the Paragraph formats instead.
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« Background color: use sparingly. We recommend using the Paragraph
formats instead

5. Use the advanced settings to specify which page(s) you want the block to appear on, and in
what order relative to other blocks or content on the page.

Our two cents...

You can see above that you have myriad of options to format your content. Having said this,
your website is designed with default styles that are meant to give it consistency and your users
a better experience, as well as make the page more compatible with different browsers and
devices. We discourage from getting creative with all the options above and instead let the
sitewide styles do their job.

The formatting options from the list above you use should be limited, to the extent possible, to:

+ Font Styles (not Styles)
* Lists

+ Text Alignment

+ Paragraph Formats

The HTML Editor is not a Word Document

Remember that the HTML Editor is not a Microsoft Word document. If anything, it is a very
primitive, extremely limited, and somewhat clunky version of it. If you have worked with any
CMS (e.g., Wordpress, Drupal) you probably know this already.

The magic you can do in Word is probably not possible with HTML Editor unless you have some
mad web page development skills.

Please be careful with using the HTML Editor

The HTML Editor when used in Source mode it allows you add custom HTML, as well as CSS and
even more advanced web page elements.

Note that we only support the HTML Editor when used in non-Source mode. Any changes
you make or code you add via the Source feature is at your risk. It is possible to break
the CMS or your page/site if you add improper, malicious or poorly formatted code. If
our team needs to fix it, we may charge for the work.

When using the Source feature we expect you to have a solid understanding of HTML, CSS,
Javascript and any other technology you are using.

We explicitly prohibit inserting dangerous or malicious code.

Remember that with great power comes great responsibility! If your spidey senses are saying that
you do not really understand that code you are adding or its impact, please do not add it.
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Using the Featured Opportunity Block

The Featured Opportunity Block is an advanced block that is still under development. It's
available by request as a pilot for those who want to experiment with its use. Not all
functionality in the block may be available in all public site templates, and the rendering of
certain configurations may or may not be suitable for your template yet. We will continue
to improve the ease of use and visual rendering of the block throughout its pilot.

The purpose of the Featured Opportunity Block is to provide an attractive way of showing
selected volunteer opportunities that you want to feature. The feature could be put on the
home page - or on any pages in the CMS. You can create multiple featured opportunity
blocks to feature different collections of opportunities. This potentially makes it possible to
display 'custom searches' of opportunities each in its own block. The possible uses are
endless!

How to use Featured Opportunity Block (video)

This video, part of the HandsOn Connect University series - demonstrates the Featured
Opportunity Block and shows its basic workings. (The video also discusses the Listing Block,
which is a separate block. But you can get all the info on how to use and configure the
Featured Opportunity Block from a 10 minute segment in the video).

¢  Start viewing this video at the 1 minute mark 1:00. The Info on how to use the
Featured Opportunity Block starts at 1:00 and ends at 11:27.  (Total viewing time =
10:27)

Add a button to your featured opportunity block

Clicking on the "Show Additional Button" checkbox in the General Settings for the block will
reveal additional settings:

1. What text do you want your button to show?
2. Do you want to display as a Button or a simple Link?
3. What URL do you want the button to take the user to when pushed?
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Criteria

Criteria

Upcaming

lssue Area

Appropriate for

Age af Volunteer:

Court Ordered Volunteers
Groups

Seniors [RSVP:

Type:

All

Custom Filter

“tause-featured”

General

Dizplay Mode

Slider

Number of opportunities

20

' Show opporunity title

« Show location

Show Image

Text Additional Button

Show all Opportunities

(-

Uil Additional Button

o Jawarch
p—g the

lterms Per Page

2

'  Show short description

»  Show date and time

Show Additional Button

Type Additional Button

Button
N’

Here's how this Featured Opportunity Configuration would

be displayed

We are using a custom filter to select the opportunities.

We've set it to slider mode, and said to show up to 20 opportunities, 2 at a time.

We're displaying title, short description, location, date and time, and have added a button to
take us to the search page where they can see ALL opportunities.

Here's how this block will appear.
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Featured Opportunities (4 types demo) @
+

Children of the Night English as a Second Language
Volunteers are needed to help facilitate At each evening session, volunteers provide
workshops at the Children of the Night the opportunity for those learning English as
shelter home in Van Nuys, California. Each... a second language to engage in...
Jeffersonville, IN Riverside, CA
9/13/17 6:00 PM 9/29/17 7:00 PM

Show all Opportunities

Images for the Featured Opportunity Block

© Atthe current time we do not recommend using the 'add images' option in the
featured opportunity block. This feature is still under development and may or may
not produce satisfactory results in your template.

If however you want to try using images - see THIS ARTICLE on how to upload images
to use in the featured opportunity block.

We plan to improve the ability to manage images and use them in the featured
opportunity block in the near future. But feel free to enable images and see how they
work in your template. If they do not appear satisfactorily for you - please open a
support ticket and give us the details so we can work to improve the image
functionality in your instance of HandsOn Connect.
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General
Display Mode:
Slider ¥
Number of opportunities: ltems Per Page:
20 2
+ Show opportunity title « Show short description
+ Show location + Show date and time

Show Image Show Additional Button
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Tagging opportunities to use in the Featured
Opportunity Block

The Featured Opportunity Block is a power user feature for in the HOC3 CMS. If the block is
not available in your instance, open a help center ticket and request that it be added to
your CMS.

This article will show you how to 'tag' individual volunteer opportunities to appear in the
Featured Opportunity Block.

One Time Setup for tagging opportunities

1. Add the field "Opportunity Characteristics" to the Volunteer Opportunity Page Layout.

In the Volunteer Opportunity page, if you do not see the picklist "Opportunity Characteristics,"
go to the Page Layout and add it.

@© Note: When this field appears on the page layout - the field label name may appear as
"POL Integration Partner". If so - you can fix this by going to setup / translation
workbench / override / and enter the filter criteria shown below.

If a value shows up with a field label override for "Opportunity Characteristics" - just
delete the override. The field will then be labeled "Opportunity Characteristics" as
expected.

¢ Note: The fields "Impact Area (Local)" and "Program Area (Local)" can also be used to
tag opportunities. So you have three options for tagging!
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EIRECL LN THTEr Criternsa;
Get Starled

Package | HOC

lesforce1 Quick Start Language English 3
Setup Custam Field H
Component
ree.com Home
Object Volunteer Dppartunity :
minister Aspact Figld Label H
Manage Users
WManage Apps
Manage Territories
Company Profile
Security Controls Master Field Label - Field Label Override Custom Fisld Labal Out of Date
Demain Management Mumber of Volunteer Opportunities Formula (Mumber)
Communication Templates Old Guest Volunteer Hours Served Rall-Up Summary (SUM Cannection)
Translation Werkbench Old Total Hours Served Farmula [Murnber)
Translation Settings Old Volunteer Hours Served Raoll-Up Summary (SUM Connection)
Translate Opportunity Approval Manager Formula [Text)
Ovarride Opportunity Approval Manager Email Email

— Oppartunity Characteristics ﬁ Pickiist (Multi-Select)

2. Go to the Volunteer Opportunity Fields, and add a new picklist value for the field
"Opportunity Characteristics".

Values Mew | Reorder| Replace | Printable View
Action Values APl Hame Default Madified By
Edit | Del | Deactivate Verified Volunteers Accepted Verified Volunteers Accepted Art 9001, 4M14/2014 5:19 PM
Edit | Del | Deaclivate cause:featured eausefeatured Larmy Deckel, TR28/2017 508 PM

@© Thereis another value in this multi-picklist -- "Verified Volunteer Accepted" . After you
add your cause:featured picklist value - you can delete "verified volunteers accepted"
as its no longer being used by the system.

¢ If desired, you can create different tags so that you can quickly change which
opportunities are featured based on how they are tagged. Example:

cause:featured
cause:holiday
cause:highneed

Note: In this field, as well as program area (local) and impact area (local) its best to
choose unique words for your tags. Why? Because if you just put the word 'featured'
as a tag -- then when searching on that tag - any volunteer opportunity that had the
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word 'featured' in it would be found. By using a unique tag like cause:featured -- you
will limit search results to ONLY bring up the opportunities that use your tag!

Designate the Volunteer Opportunities you want to
feature:

Go to the volunteer opportunities you wish to 'feature' in the block and add the picklist value of
each to your tag cause:featured

(This is a multi-picklist = so more than one tag can be added to an opportunity. If Verified
Volunteers Accepted is a current value - do not change it. This is handled via automations in

the verified volunteers add-on.)

¥ Information
Image Url

Image Url Thumbnail

Opportunity Characteristics  cause:featured

Configure the Featured Opportunity Block to feature your
'tagged’' opportunities.

The featured opportunity block can use a number of different criteria to determine which
opportunities to display. For example:

* Most recently posted
+ Upcoming

* Nearest

* Issue Area

+ Type of Opportunity
+ Appropriate for

But in this case we want to display the opportunities we've 'tagged' (which may not match any
other criteria). To do this we select the tag we want to feature using the "Opportunity
Characteristics" picklist values in the block. (You could also do this with impact area (local) or

Program area (local).

HandsOn Connect - Content Management System (CMS) Page 93



'@
HandsOnConnect %o
Clond Solution: @

Filters General
Impact Areals): Opportunity Type: Display Mode;
select options - All - Grid v
Opportunity Characteristics: Impact Area (Logal): Number of opportunities: Items Per Page:
ect options - Select options - 1
Show apportunity title Show short

Program Area (Local):

description

— "
) Show location Show date and time
Appropriate for

Show Image Show Map
Age of Velunteer:

- - - Show Additional
The expected value are: A single age e.g: 18, Or a range age
e.g: 14-35.

Button

Court Ordered Vaolunteers: Yes

€ Note: The Tags you create using Impact Area (Local) and/or Program Area (Local) also
are searchable through keyword search in search pages. Use your keywords to find
selectively tagged opportunities, and then SAVE the search results to a saved URL,
which you can then use to create links or navigation items that return only your
'tagged' volunteer opportunities.
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How to upload Images for use in the
Featured Opportunity Block and Search
Results Block

Using images in the Featured Opportunity and Search results Blocks is still a BETA feature in
HandsOn Connect. You can use images - but they aren't particularly easy at the current
time to upload so that you can enable images for this block.

There are currently two ways to set the image that appears in the featured opportunity
block:

METHOD 1: Upload the image via the sharing portal

Images that are uploaded through the sharing portal, are automatically associated with the
volunteer opportunity.

To do this: Login as a contact for the organization that is managing the Volunteer Opportunity.

In the example below, | want to add images to volunteer opportunities that are managed by
Troutco. So | "Log in as this contact" for a contact for Troutco that has partner staff profile
granted:

Contact Detail Edit | Delete|  Clone  Sharing Manage Ext

¥ HandsOn Connect Shortcuts

HandsOn Connect Contact Overview
Here's your at-a-glance view of this Contact.
v~ Login Access Granted. (Profile: Partner Staffy Change Profile Reset Passworfl Log in as this Contact

Go to the volunteer opportunity(s) that you wish to add an image to, and click on Edit:

Upload the image through the "Image" field in the opportunity detail. The recommended size of
the image is 350 x 350. A square image is best to use to avoid distortion. (The image can be
larger than 350 x 350, but the larger it is, the longer it may take to load)
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Opportunity Coordinator *
Art Trout

e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE———

Image

Recommended Size is 350 x 350 px. The image you add here is used if and when your opportunity is spotlighted as a featured epporctunity by the system administrator,

Doing this will automatically populate the custom field(s) in the Volunteer Opportunity Object -
"Image URL Thumbnail" (as well as the hidden field "Image URL" which may be used in
upcoming features.

Image Url Thumbnail  https://hocps.blob.core.windows.net™3001/opportunities/ESLG6B6x686_thumb . jpg
Image Url  https.//hocps.blob.core windows.net/8001/opportunities/ESLE86x686.jpg

This is the best way to add images -- as the URLs are automatically populated for you.

Method 2: Upload images in the CMS and manually populate
the URL

1. Go to your CMS and go to the menu Content / Pages and click the + sign to create a new
page.

Pages

‘ CREATE NEW PAGE '

2. In the WYSIWYG editor, click on the insert Image icon to open up the Image Properties
window, and click on the Browse Server button.
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Image Properties

Image Info Upload Advanced

URL e —

Browse Server

Alternative Text

Preview
Lorem ipsum doler sit amet, consectetuer adipiscing
elit. Maecenas feugiat consequat diam. Maecenas
metus. Vivamus diam purus, cursus a, commodo
Height non, facilisis vitae, nulla. Aenean dictum lacinia tortor.
MNunc iaculis, nibh non iaculis aliquam, orci felis
euismod neque, sed ornare massa mauris sed velit.
Nulla pretium mi et risus. Fusce mi pede, tempor id,
cursus ac, ullamcorper nec, enim. Sed tortor.
Curabitur molestie. Duis velit augue, condimentum at,
ultrices a, luctus ut, orci. Donec pellentesque egestas
eros. Integer cursus, augue in cursus faucibus, eros
pede bibendum sem, in tempus tellus justo quis
HSpace ligula. Etiam eget tortor. Vestibulum rutrum, est ut

WSpace

Alignment

<not set>

3. From here you can upload a new image, or select an image that is already uploaded. (If you
upload an image, first upload it, and then click on it in the list of images available: For images
to be used in the featured opportunity block, they should be square, and with a recommended
size of 350 x 350. (They can be larger, but not too much larger or they will take too long to
load).

[ NoN ] CKFinder 3 - File Browser
& Secure | https://psO.handsonconnect.org/custom-ckfinder/connector?type=Images&CKEditor=body-1&CKEditorFun..

3 New Subfolder Filter | £
Images o image_15.png image_16.png image_17.png
511/2017 3:30 PM 511/2017 3:30 PM 511/2017 3:30 PM
39.0 KB 38.0 KB 1.0KB
I I AMBORGHIN I
W
L4 (N !
image_18.png image_19.png image_2
5/11/2017 3:30 PM 5/11/2017 3:30 PM 5/11/2017 3:30 PM
135.0 KB 126.0 KB 32.0KB

@

] L
image.png Test-Image_800...
5/11/2017 3:30 PM 7/3/2017 5:53 PM

53.0 KB 19.0 KB

P
i' E §
Volunteer-Finis...

512/2017 11:02 PM
T2.0KB
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4. Then click on the CHOOSE button

& Secure | https://ps0.handsonconnect.org/custom-ckfinderfconnector?type=Images&CKEditor=body-1&CKEditarFi

CKFinder 3 -

File Browser

I Choose Resized

39.0 KB

5 i
o e
image_18.png
5112017 3:30 PM
135.0 KB

@

]
image.png
5/11/2017 3:30 PM
53.0 KB

38.0 KB

image_19.png

51172017 3:30 PM
126.0 KB

Larry toasting t...
11/92017 8:48 PM
147.0 KB

© View || & Upload | # Download |« Edit | B Move | }
> image_15.png image_16.png image_17.png
5/11/2017 3:30 PM 5/11/2017 3:30 PM 5/11/2017 3:30 PM

1.0 KB

image_2

51172017 3:30 PM
32.0 KB

$o0

T13/2017 5:53 PM
19.0 KB

Test-lImage_800...

5. Copy the URL that will now be shown in the Image Properties box.

Image Properties

Image Info Link Upload Advanced
URL
hitps:/ihocps. blob. core wi net/3001/ [Larry%:20toas Browse Server
RTETTaTTE e
Width Preview
cursus ac, ullamcorper nec, enim. Sed tortor.
900 Curabitur molestie. Duis velit augue, condimentum at,
a G ultrices a, luctus ut, orci. Donec pellentesque egestas
Height eros. Integer cursus, augue in cursus faucibus, eros
pede bibendum sem, in tempus tellus justo quis
1200 ligula. Etiam eget tortor. Vestibulum rutrum, est ut
placerat elementum, lectus nis! aliquam velit, tempor
aliqguam eros nunc nonummy metus. In eros metus,
Border gravida a, gravida sed, lobortis id, turpis. Ut ultrices,
ipsum at venenatis fringilla, sem nulla lacinia tellus,
eget aliguet turpis mauris non enim. Nam turpis.
Suspendisse lacinia. Curabitur ac tortor ut ipsum
HSpace egestas elementum. Nunc imperdiet gravida mauris.
VSpace
Alignment
<not set>

el

6. While you're here. Upload as many images as you may want to make available to different
volunteer opportunties, and keep track of the URLs for the various volunteer opportunities you

want to add images to.
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€ Thereis no need to save the new page that we're using strictly for the purposes of
uploading images. So you can cancel out of this 'new page' once you have captured
the URL(s) for images you want to use.

Go to the volunteer opportunity you wish to use one of your uploaded images for, and paste
the URL into the Volunteer Opportunity field "Thumbnail Image URL"

Image Url Thumbnail  https./hocps.blob.core. windows.net/8001/opportunities/ESLEBExG68E_thumb jpg

¢ Given that it can be time consuming to set images for each and every volunteer
opportunity, you may also want to set default images to automatically be populated, so
that every opportunity in your block has an image. See this article on how to set

default images for Featured Opportunity and Search Results Blocks
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Featured Opportunity and Search Results
Blocks - Set default images

The CMS Featured Opportunity Blocks and the new Search (and Calendar) Result Block support
displaying thumbnail-like images when shown on your public site. Below is an example of the
new calendar with images.

Friday, March 23, 2018

Package Bulk Food for Prep and Pack Bikes Help Youth Volunteer
Those in Need! for Africa Leaders Write Their
Way to Latin America
49 SPOTS AVAILABLE ON 48 SPOTS AVAILABLE ON 49 SPOTS AVAILABLE ON
3/23/18 10:00 AM 3/23/18 10:00 AM 3/23/18 10:00 AM

You can set images for individual volunteer opportunities. This can, of course, requires some
work, because if you activate displaying the images, you want to make sure that all your
projects have images.

One workaround is to set up a Process Builder in Salesforce that will add a default image to a
volunteer opportunity when it is saved if an image is not assigned to it already.

These are the steps to create the Process Builder. If you are not familiar with the Process
Builder, review the following Salesforce Trailhead:

https://trailhead.salesforce.com/en/projects/quickstart-process-builder

You need to have a good understanding of Salesforce admin concepts and have access to the
Setup in Salesforce.

Let's start!
1) Go to the Process Builder (Setup > Create > Workflow & Approvals > Process Builder)

2) Click on the "New" button to create a new Process
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3) Give it the name "HOC Default Thumbnail Image for a VO Back" and description "Assigns a
default image to a VO if none is assigned"

4) Choose Object "Volunteer Opportunity" and Specify When to Start the Process "when a
record is created or edited"

5) Define Criteria for the first Action Group. The condition applies to the field
[HOC__Volunteer_Opportunity _c].HOC _Image_Url_Thumbnail__c. It evaluates that the filed does
not have a thumbnail image already.

You also need to exclude Self-Reported volunteer opportunities by looking for the words "Self-
Reported" or "Self-Reported Volunteer Hours" in the Volunteer Opportunity name:
[HOC__Volunteer_Opportunity__c].Name.

Criteria Name* @

Is thumbnail blank?

Criteria for Executing Actions *
© Conditions are met

Formula evaluates to true

No criteria—just execute the actions!

Set Conditions

Field* Operator™* Type* Value*
n [HOC_ Volunt...Q, Is rull - Boolean v True v
a [HOC_ Volunt... Q, Does not equal~ String A4 Self-Reported Volu
+ Add Row
Conditions *

© Allof the conditions are met (AND)
Any of the conditions are met (OR)

Customize the logic

> Advanced

6) Create an immediate action "Update Records" and name it "Apply Default Thumbnail". See
the image below.
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Update Records 2]
Action Name* @
Apply Default Thumbnail

Record *

[HOC__Volunteer_Opportunity__c]

Criteria for Updating Records *

Updated records meet all conditions

© No criteria—just update the records!

Set new field values for the records you update

Field* Type* Value*
Image Url Thumbnail v Formula v  CASE(TEXT([HOC_ vel...

+ Add Row

Make sure the name of your image file does have an opening or closing parenthesis. In
some cases, images with parenthesis in their name are not displayed.

In the Formula value, use a formula similar to one below. You will most likely need to edit the
script to:

1. Match your impact areas to the ones you use.

2. Upload your images to a place where you can reference them via a public URL. Salesforce
does not have an elegant way to upload an image to an object since it does not have "File"
field type. Hence, you need to decide where you are going to upload all your thumbnails.
You can use Salesforce Files (or Documents but note that Salesforce will be retiring
Documents) and make the URL public, or upload them to the HOC CMS. Use JPEG or PNG
images.

CASE (TEXT ([HOC__Volunteer Opportunity c].HOC Primary Impact Area c),

"Adult Education","https://cdnO.handsonconnect.org/ps-shared-images/impact-area-thumbs/
adult-education-1.jpg",
"Animals","https://cdn0.handsonconnect.org/ps-shared-images/impact-area-thumbs/animals-
2.3pg",

"Arts & Culture","https://cdn0.handsonconnect.org/ps-shared-images/impact-area-thumbs/
arts-%26-culture-2.jpg",

"Children & Youth Education","https://cdnO.handsonconnect.org/ps-shared-images/impact-
area-thumbs/family-services-2.Jjpg",

"Civic & Community","https://cdnO.handsonconnect.org/ps-shared-images/impact-area-
thumbs/civic-%26-community-2.jpg",

"Disaster & Emergency","https://cdn0.handsonconnect.org/ps-shared-images/impact-area-

thumbs/disaster-%26-emergency-1.jpg",
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"Environment", "https://cdn0.handsonconnect.org/ps-shared-images/impact-area-thumbs/
environment-1.jpg",

"Family Services","https://cdn0O.handsonconnect.org/ps-shared-images/impact-area-thumbs/
family-services-1.jpg",

"Health & Wellness","https://cdnO.handsonconnect.org/ps-shared-images/impact—-area-
thumbs/health-&-wellness-1.jpg",

"Immigrant & Refugee Services","https://cdnO.handsonconnect.org/ps-shared-images/impact-
area-thumbs/Immigrant-&-Refugee-Services-1.jpg",

"Senior Services","https://cdn0.handsonconnect.org/ps-shared-images/impact-area-thumbs/
Senior-Services-1.jpg",

"Sports & Recreation","https://cdn0.handsonconnect.org/ps—-shared-images/impact-area-
thumbs/Sports-&-Recreation-2.jpg",
"https://cdn0.handsonconnect.org/ps-shared-images/impact-area-thumbs/Justice-&-Legal-

Services-2.jpg")

7) Activate and test your Process Builder!
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System Forms
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Organization Registration

Content Coming Soon!
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Volunteer Registration

The Volunteer Registration System Form determines which fields are visible when a

volunteer registers on the public site. It also allows you to edit the text that appears on
that page if desired.

These fields correspond with fields in the contact record - so that filling them in will create
content in the contact record.

Best practices are to limit the number of fields to just info you really want to know, so that
registration isn't overwhelming. You can choose to make fields visible (or not visible), set
default values in some cases (if its not visible), and whether or not a field is required. (The
more fields you require, the longer it takes to complete a registration form -- so less is
usually more when it comes to this page.

¢  This form handles just the standard registration page. The Advanced Registration
System (ARS) add-on to HandsOn Connect makes it possible for you to additional
additional custom fields and workflows to the registration process.
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How the volunteer registration page looks if you have
every field visible

Choosing which fields to display on The Volunteer
Registration Page

To choose which fields to display, and which to require on the page, in the CMS go to BLOCKS /
SYSTEM FORMS / VOLUNTEER REGISTRATION

There you will see all the available fields. You can set which ones you want to have visible,
which you want to require, and set Default Values for fields like "Home Country" that might be a
waste of Volunteer's time filling in if everyone is going to be in the United States!

Use the sliders to indicate which fields you do and don't want to display, require, or to set
default values:

(Scroll to see all the fields and set them as desired)
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X

Field Visible Required Default Value

pdsIL ITHU

Salutation No No

Contact Info

Main Address Type No No

Home Street Yes No

Home City Yes No

United States v

Home Country No No

See information later in this article for info on some special considerations regarding

the minimum age field, and the Main Phone Type field:

Text that you can edit on the Registration Page:

HandsOn Connect supplies default text that will meet most organization's needs -- however if
you wish to edit displayed text you can do so in the second half of this system form. Here is
the text you can optionally edit:

1. Age Requirement Explanation:

This text appears if a volunteer doesn't meet the minimum age you've set for volunteers to
register on the site. By default, its always set to age 13 to comply with Federal Requirements
(COPPA) preventing anyone under the age of 13 from entering personal information on a
website.

Here's the default text that appears:

If you change the default age (because you don't allow volunteers under the age of 18 for
example, you can edit the Age requirement explanation to explain why you have that age
policy. (NOTE: U.S. sites should not change the minimum age below 13 without consulting their
legal counsel, as this would put you in violation of COPPA Federal Law.)
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Date af Birth January * 3 v 2007 -

You must be 13 or older. Why?

CONTACT INFO

Main Address Type Select O

Homa Street

@© Ifyou wish to change the minimum age for registering on the site, also update the field
"Minimum age allowed to register" in this form. The default value is 13 in compliance
with COPPA.

2. Intro Text - allows you replace the default text appearing at the top left of the form if
desired.

3. Submit Text - This is the text that appears at the bottom of the page indicating that your
accept the sites and conditions and linking to your terms and conditions page content. You can
edit this text and link it to other content if you prefer.

¢ Todisplay the default for these three sections of text on the page -- leave these fields
blank in the Form.

Working with Phone requirements

The field labeled Main Phone Type (SF: Primary Phone?) displays on the public site as "Main
Phone" and is mapped in the contact record to the more technical and less user friendly field
labeled "Primary Phone?" It has four picklist values ("Home Phone, Work Phone, Mobile Phone,
and Other Phone") that correspond with the four phone fields you can choose to display and/or
require.

You have several options here depending on which phone number(s) you want the volunteer to
populate:

1) If you only wish to make one phone number visible (and/or required) - then you should
probably not make "Main Phone Type" visible on the public site. You can then set the default
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value for the field "Primary Phone?" to whatever phone type you are asking for on the public
site.

2) You can choose to not display "Main Phone Type" and display several phone number options,
which you can make visible and/or required as desired. (This however may mean you do not
have a value for your default "Main Phone Type".

3) Smart Phone Requirement setting: If you make the field "Main Phone Type" visible AND
required -- you should make the other phone types visible, and the system will require
whichever phone type they select as "Main Phone Type" to be required. (i.e. if they say their
main phone type is "Mobile" then they will be required to fill in a mobile phone number! This
ensures that at least one phone type will be required, and that it will correspond to the selected
Main Phone Type. (This will then appear in reports and records as the volunteer's "Primary
Phone". Neat!

Main Phone Type (SF: Home;Business;Mobi

Primary Phone?) Yes Yes

Home Phone .Yes No
Work Phone .Yeg No
Mobile Phone .YES No
Other Phone Yes No

On the public site it will look like this. Once a main phone type is selected - the corresponding
phone will appear as required! If you change the main phone type - then the new main phone
type will be required!
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Main Phone Type Mobile

Home Phone B -

Work Phone =

-

Other Phone = -
Employer

What if | don't want to display all four phone types?

To simplify registration, you might not want to gather so many phone numbers. You might want
to only ask for Home Phone and/or Mobile Phone.

In order to "Require" main phone type - but limit the phone types visible - you'll need to edit the
picklist values in the Salesforce field "Primary Phone?". Whatever values appear in this SF
picklist, will update the public site field "Main Phone Type"

HOW TO LIMIT THE PHONE TYPES AVAILABLE:

Let's say you don't wish to display "Other Phone" as an option or a field in the registration form.
We first need to update the picklist values in the field "Primary Phone?" in Salesforce Go to
Setup / Object Manager / Contact / Fields & Relationships. (In classic, you get there through
setup).

Click on the field "Primary Phone?" and you'll see the four picklist values Home, Business,
Mobile, Other. CLick on "Deactivate" for any field you no longer wish to use as a choice.

Once you do this - you can go back into the CMS - and make that field hidden, and the Main
Phone field required. The picklist will now only list the three active values in the Salesforce
picklist.

@ Before deactivating one of the picklist values, make sure you do not have it visible or
required in the CMS.

When you deactivate one of the phone types - allow 15 minutes or so before then
requiring that "Main Phone Type" is visible and required in the System Form. The SF
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changes have to synch with the CMS and while sometimes it happens very quickly, it
can take up to an hour before you see the change in the CMS.

Values _New || Reorder | | Replace | | Printable View | | Chart Colors v
Action Values AP Name Default Chart Colors

Edit | Del | Deactivate Home Home Assigned dynamically

Edit | Del | Deactivate Business Business Aszsigned dynamically

Edit | Del | Deactivate Mobile Mabile Assigned dynamically

Edit De Other Other Azsigned dynamically

Don't forget to also update the system page "Personal
Information™

¢ The Personal Information page allows a volunteer to update any of the data they
entered during registration. You should make sure that you configure the personal
information page to have much the same settings as your Registration Page. (You may
choose to display fewer fields in the Registration Page (to make registration gjuicker),
and display more in the Personal Information Page (so they can fill it in later). But
make sure your requirements on the personal info page match the ones you've put on
the Registration Page.
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Personal Information

Content Coming Soon!
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Opportunity Detail Page

The Opportunity Detail Block allows you to control the display of a number of items in the
occurrence portion of the opportunity detail page

FRIDAY, NOVEMEER 2, 2018 FROM 7:00 PM - E:30 FM

Location: Riverside, CA 92506
Volunteer Uimit: 10 | Spots Remaining: 10 e
9 Opportunity Leader- Larry Secondo @8 Click here to emall this contact '9_

Full apportunity address and directions will be s&m te you by &-mail alter you $ign up 'o

SIGM UP .
Sign up with a team ﬂ'

1. You can choose to hide the display of the Opportunity Leader
2. You can choose to hide the envelope icon and the ability to email the opportunity leader.
3. You can change the text "Click here to email this contact"

4. The html text that appears can be edited. (Different text is used by default for each
opportunity type)

5. The Sign Up button can be changed to a link instead of a button, The terms "Sign Up" and
"Express Interest" can be changed if desired.

6. The Sign up (or express interest) with a team link can be changed to a button, and the text
can be changed if desired.

As well as if you want to display these as button or link.

To get the to the Opportunity Detail Block, navigate to any on your Opportunity Detail pages (or
in the CMS go toBlocks > System Forms > Opportunity detail page) and click on the edit icon on the
top right of the opportunity detail page section.

The block screen is shown below. (If a field is left blank - the HOC default values are shown)
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OPPORTUNITY DETAIL EEES x

° Text for SICN UP button
—4

Text for EXPRESS INTEREST button
°Teu(rog P with ' link
N

Text for 'Or exp st with a tean’ link
° Envelope

Deseription message ‘Date & Time Specific - Sign Up'

o Description message ‘Individually Scheduled - Express Interest Only"
N

Description message ‘Individually Scheduled - Express Interest with Schedule”

Description message ‘Date & Time Specific - Express Interest’

Field Button Link
Sign Up

Express Interest

Or sign up with a team.

Or express interest with a team.

Options Visible

Show Volunteer Coordinator name

(-1

Show email Volunteer Coordinator icon .j
C. SAVE SETTINGS

Leave the fields blank for the HandsOn Connect defaults. They will automatically populate on
the site with the default text.

@ Before changing the labels and/or the Description Messages - be sure to look at the
defaults so you know the recommended messaging associated with each Opportunity

Type.

Also, be aware that if you rename "Sign Up" and "Express Interest" you'll probably want
to update success pages and email templates to match your new terminology so
people won't be confused by buttons that say one thing on the public site - and email
templates and success pages using the original terminology "Thanks for expressing
interest" or "Thanks for Signing Up".
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Cookie Consent Banner

You've all heard of the GDPR, right? New laws in certain countries making sure that websites
alert users when cookies are being used, privacy policies, etc.

We've now added to the CMS options, the ability to place a cookie consent banner on your site!
You've seen these - they are popping up on websites all over letting you know the site is using
cookies. Then users dismiss them, and at least know that this site (like almost all sites these
days) is using cookies to store information :-)

In your CMS, you'll now see a new option:

Go to Blocks / System Forms / Cookie Consent Banner if you wish to activate the banner:

Advanced Search
Location Form

Basic Search
Organization

Button Block . .
Organization Registration

Featured Opportunities
Volunteer Account Overview

Header Logo

Skill Documentation Page

Image )
Self-Report Page

Image Slider :
Personal Information

Listing CM5S . .
Volunteer Registration

RSS
Opportunity detail page

Search Result
Contact form

Social Networks
Sponsors
p nsent Banner

System Forms

Video

This is off by default, but you can click 'enable cookie consent" to turn it on. You can set the
background color and the text color as you wish.

We pre-populate a default cookie consent policy which is:

"Our website uses cookies to improve your user experience. If you continue browsing, we
assume that you consent to our use of cookies. More information can be found in our Privacy
Policy." The words 'privacy policy' are linked to the page /privacy-policy on your site.

You can edit the text that appears as you wish. (Note however that if you edit it, you can't
restore the original text, so keep a copy of it.
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COOKIE CONSENT BANNER X

Enable Cookie Consent

No

Actively notify your visitors that your site uses cookies through a
message on the bottom of your page. Your message should
contain all the necessary information (with a link to your cookie or

privacy policy), and make it clear what actions constitute informed
consent

Background color:

rgha(0,0,0,0.7)
Clear
Text Color rgb(254, 254, 254
Clear
Englis! Espafiol

Cookie Consent Policy

Bsoce ¥ B @ B ® Q b3

HE=E®@QBIUS

£

L =5 M

Styles = | Nermal - | Font - | Size - A- B

Our website uses cookies to improve your user experience. If you continue browsing, we assume
that you consent to our use of cookies. More information can be found in our Privacy Policy,

body p a

SAVE SETTINGS

Here's what the banner looks like on your site when its enabled. It appears on the bottom of

the page and once dismissed (by clicking the x) it will not appear again in that browser for about
ayear. So its a one-time notification.

(@  Rewarp

g hat y
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Regions
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Working with Regions (CMS)

When working with your Public Site, your content (e.g., page copy, images, videos, forms, search
results) is structured in pages, which contain one or more regions (e.g., header, main menu,
main content, footer), and these contain your content blocks.

Home page
PAGE About Us

Donation page

REGION Header
Content

Footer

S rorms
Slider

Featured Opportunity
Listing

A region defines an area of a page where you can place content using blocks via the Content
Management System (CMS). You can place more than one block in a region, assuming the
region has enough space to fit them.

To view the different regions on a page, use the CMS utility bar (black menu bar at the top)
option labeled "Regions". When you click on it, the CMS will highlight the different regions of
the page layout you are looking at:
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15 View

Header

Slider Section

Search Section

In the screenshot above, you will see that the "Header" region contains three blocks, from left
to right: a Header Logo block, a Menu block, and the Login/Logoff block. The "Slider Section"
region has only one block, an Image Slider block.

Click on the "Regions" link again to turn off the region highlights.

You cannot add or edit a region, but our team can help if you need to do this. Contact us
through our support team.
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Recycle Bin
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Using the Recycle Bin

Content Coming Soon!
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Add Ons
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AddOns Overview

AddOns are modules that can be added to your HandsOn Connect instance to extend its
features. Some are free and others are paid. For example, you may want to add the ability to
capture a donation or provide a branded subsite to a community or corporate partner.

Some AddOns appear in your CMS under the Addon menu item, while others are integrated
into a specific section of HOC or accessed via Salesforce.

Some of the HOC AddOns we offer are:

« Form Builder (free)

« URL Redirects (free)

+ Check-in/out Kiosk (paid)

+ Advanced Registration and Sign-up (paid)

+ Parental Consent (requires the Advanced Registration and Sign-up)

« Background Checks (requires an account with Verified Volunteers + support fee)

+ Donations (requires an account with a payment processor such as Click & Pledge + support
fee)

+ SMS Messaging (requires an account with an SMS message service such as MogliSMS +
support fee)

We also offer to install and support add-ons (apps) for Salesforce, usually as a paid service, such
as:

« Nonprofit Success Pack

+ Conga

+ Spanning Backup

+ Mass email apps such a Constant Contact or MailChimp
+ Click & Pledge or other donation apps

+ Just about any app you see in the Salesforce AppExchange!
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Google Analytics

Tracking the performance of your site has never been easier. With HandsOn Connect you
can use Google Analytics natively to track all your Web site stats.

Sign up for an account at Google Analytics.

Goc JSIE Analytics Change Language: [US English v

.lﬂpl-[:‘ve "}-'C l Site alﬁid i'-1'3|'e-§3.5"—$ Don't have a Google Account?
marketing ROI. reate an account now N

ants you to attract more of the trafic you are looking for, and

Sign in with your
online marketing initiatives are cost Google Account

Brac r site. Make

Email: |FEVAaL
ex: pat@example.com
Password sessesesees
[ Stay signed in

Cant acoess vour account?

pogle - Goggle Home - Terms of Senice - Privacy Palicy - Help

If you have not already done so for other websites you manage, visit www.googleanalytics.com
and set up an Account. They will walk you through the process.

Add a new profile in Google Analytics and enter the domain
or full URL for the site you want to track.

They will ask you the main page of the URL you are tracking. If you are doing this before
GOLIVE, you will have a force.com website. Once you go live, you can always go back in and
create a new Website to follow by creating a new Profile. When you finish this process, Google
Analytics will give you all this code that you have to put in your website on every page. We
aren't going to use this code. You can just ignore it. Salesforce already has Google Analytics
integration.
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o,
[

Copy the Web Property ID

Google Analytics

Common Questions

How do | know that my tracking
code is installed corectly?

Overview » Puppet Guy (Edit account settings)

Why am | not seeing any datain ) Starred

my reports?

I've added the tracking code.
butthe "Status’ column won't

confirm it's receiving data. Namet

Why?

Recommended for you

Google Maps business

listings

o Visit our Local

p Busingss Centerto
create your business

listing. Add hours, photos and

more.
Leam more »

b Resources
Help

Code Site

Features

Product Tour

Case Studies
Conversion University
Seminars for Success

Partner Senvices

hr[p:-'.l':lemo.mndsonconnecl.oql UA1S wa.7

demo handsonconnect org

http:iwvwaw.atiantafieldday.org Lo ioooass o

www. allantafieldday.org

http:/ivvev.nationalpuppetryfestival.org

www.nationalpuppetrfestival.org

hittp/ferwrw.oddjobbob.us

www.oddjobbob.us

hittp:/fenww. puppetguy.com

Wi puppelguy.com

Find profie:

Repors

View report

View report

View report

View report

View report

Status

Website Profiles

Visits

1

1,712

418

The Web property ID starts with the letters UA followed by your account and profile numbers.
For example, UA-9049246-2.
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In the CMS choose Google Analytics from the Add-On Menu

# AddOns & | 1 Recycle Bin |

Advanced Registration
Custom Forms

Parental f‘ onsent

Partner Staff Reports

Code Injection (J5 & C55)
Custom Compliance Settings
Export Form Data

Google Analytics

Paste your code (for example) UA-9049246-2 in the form, and click Save Settings.

In 24 hours your site statistics will start to show up when you log into your google analytics
account.

You can learn more about using google analytics from the extensive help pages that are part of
Google Analytics

GOOGLE ANALYTICS SITE TRACKING

Coogle Analytics Code: UA-9049246-2|

SAVE SETTINGS
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Advanced Registration & Sign-up Module
(ARS)

The Advanced Registration & Sign-up Module (ARS) is a paid add-on module licensed on
an annual basis. If you are interested, please contact our support team for pricing and
activation.

Introduction

With Advanced Registration & Sign-up Module (ARS), it's easier to register new volunteers with a
customizable registration. Manage forms, compliance forms, donation requests, success pages,
etc.

The ARS is a very powerful module that allows you to add custom questions and workflows to
the following user processes:

+ Volunteer Registration (create a new volunteer account)
+ Volunteer Sign-up (express interest or sign-up to a volunteer opportunity)
+ Partner Registration (create a new partner/sharing-portal account)

With the ARS you can add custom questions using an interface similar to the Form Builder, add
HTML content, ask for a donation, and add waiver-like checkboxes to each to the processes
above. You can also create multi-step or multi-page "journeys" that with logical branching, that
is, add conditions that use to user's answers to determine the next set of questions or pages.

If you think of each of these user processes having a start page, in the form of a registration
page or an express interest (or sign up) page, and an end page such as a success/confirmation
page, the ARS allows you to add and customize between these two pages and add new pages,
forms, waivers, etc.
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Registration Success Page

Page

+ Pages
+ Forms
+ Waivers
+ Donations ARS
+ Pledges
+ Questions
+ Workflows

Here are some examples of what you can do with the ARS. You may want to:

+ Ask a volunteer a different set of questions if they are over a certain age when they create
an account.

+ Require that the user accept a waiver before continuing
+ Add a donation opportunity or an activation fee
+ Ask for a volunteer's t-shirt size when signing for a volunteer opportunity

And you can combine these with branching logic. For example, you can ask a senior person a

specific set of questions, as well as ask for a donation, in a workflow that might look something
like this:

Registration Are your over Donation
Page 557 Request

Additional Pledge
Questions Request

Combined with Salesforce's workflows and automation, you can build almost any user
registration or sign-up journey you desire!
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Prerequisites

The Advanced Registration & Sign-up Module (ARS) is an advanced module. You should be well
versed in HandsOn Connect, Salesforce, and the HOC CMS, including the HOC Form Builder.
General web skills, such as HTML will also come in handy.

This help article is not meant to be an exhaustive step-by-step guide on how to use the ARS.
The ARS can be used in so many ways. It would make a very long document if we covered all it
can do and all the cases. Instead, this article is meant to provide a starting point and let you

explore its features. Plan to spend some time doing trial some trial and error, and testing and
refining what you build.

Getting Started with the ARS

Once the ARS is activated on your HandsOn Connect (HOC) instance, start by watching the
Connect University Advanced Registration System video:

Once activated, the ARS will be accessible via the CMS top utility bar under the AddOns menu:

B AddOns ) Recycle Bin & Website Design

Advanced Registration Volunteer Registration

Custom Forms Partner Registration

Parental Consent Opportunity 5ign Up

You will see that there are three user processes that for which you can customize using the ARS:

+ Volunteer Registration
+ Partner Registration
* Opportunity Sign Up

The first two, the registration processes, allow for one ARS workflow each. The last one, the
Opportunity Sign Up, provides for multiple ARS workflows, since you can create different

workflows which can be triggered for a specific Volunteer Event, Volunteer Opportunity or
Occurrence.

To illustrate how to use the ARS, let's use an example.

Workflow Example: Volunteer Sign-up with a Donation

The case we will use as an example is that you want to request a donation when a volunteer
signs-up for a specific opportunity. Note that this example requires that you have a donation

integration set up with Click and Pledge (C&P) or Paypal (other payment processing providers
may be available or added upon request).
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These are the steps you would follow:

1) In the CMS, go to AddOns > Advanced Registration > Opportunity Sign Up > Add
Workflow

[ Content ~ i= Menus - | 2 Blocks ~ | & AddOns ~ W Recycle Bin : & Regions O

Advanced Registration Volunteer Registration

Q Forms Partner Registration ATIONS I‘IIOGRAﬂ

Export Form Data Opportunity Sign Up Add Workflow

Google Analytics r "_ —
! \

2) This will open the Opportunity Workflow screen:

Opportunity SignUp Workflow x

‘Workflow Name: l ]

SignUp

Branch Logic rules

Default Rule Go to! Success Page

2

Success Page

Defavlt Success Pages

Sinn 1In Surcess Pana =

3) Give the workflow a name that will be unique (this is important). For this example, we
are going to use “Standard Opportunity Workflow.”

4) Click on the “CREATE NEW PAGE" button:
Opportunity SignUp Workflow x

Workflow Name: l Standard Cpportunity Workflow l

SignUp

Branch Logic rules

Default Rule Go to: Success Page

5) Give the new page a unique name. We are going to use “Standard Opportunity
Donation Page,” under Page Content > Add Block select “Donation Block,” and then click
on the “Add Block” button.
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Create new page

Page Name: Il Standard Opportunity Donation Page I P

Is Success Page?:

Page Content

Add Block: Donation Block v

6) In Donation Block Settings select:

1. Payment Processor: Click & Pledge or Paypal

2. Payment Type: Credit Card and/or Check (with C&P) or Paypal Account (with PayPal)

3. Is payment mandatory? (If selected, the user will need to pay the donation amount to
signup for the opportunity)

4. Donation Amounts: You must have at least one amount

5. Allow other amount? Select if you want them to be able to enter a different amount

Remember to save your settings!
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P ——

Donation Block Settings x

Payments Processor:
Click & Pledge SHE! e paypal P
PayPa
Payment Type:

« Credit Card Paypal Account

Payment Options:

Is Donation Mandatory?

Donation Amounts:

Label: Amount:

‘ ‘ $ Add Amount
‘ $265 ‘ 25 $ 1w

Allow other amount?

Cancel SAVE SETTINGS

7) Save the page:

v

ADD BLOCK

‘ SAVE PAGE ‘

8) Set up the Branch Logic.

By default the first page in the workflow goes directly to the Success Page. Click on "Add
Branch Logic" and define the next 'page' of your workflow that you wish to appear. In this case,
we would select "Standard Opportunity Donation Page" in the 'Go to' picklist.
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Then set the branch logic on the Donation page to go to the success page. (This tells the
workflow which page to go to each step along the way.

(Advanced: You can also "Allow Conditions" and create conditional logic based on fields on pages
that use "Form Blocks". For example, you could say, IF the value of a given picklist matches a certain
value, go to one page, and if it matches something else, go to a different page).

Be sure to create branch logic for each page, whether you use conditions or not — as the
branch logic tells the workflow which pages to present in which order!)

9) Save the Workflow

Cancel SAVE WORKFLOW

9) To associate this workflow with an opportunity, you need to remember the unique
name you gave the workflow in step 3. In this example, we used “Standard Opportunity
Workflow”. In Salesforce, go to your opportunity and enter this name in the field called
“ARS Workflow to Display” and save your opportunity:

Volunteer Opportunity Edit Save | Save & New  |Cancel

Information

ARS Workflow to Display standard Opportunity W

Volunteer Opportunity Information

Remember to save your opportunity!

Note, if do not see the “ARS Workflow to Display” field it probably just had to be added to the
page layout.

You can add this workflow to as many opportunities as you wish, as well as to Events and
Occurrences.

¢ Note: When testing your workflow - be aware that HandsOn Connect uses multiple
servers. Sometimes you'll edit the workflow in one browser or tab — and then whe