HandsOnConnect .0

How volunteers Express Interest for
Individually Scheduled Opportunities

Individually Scheduled Opportunities appear on the pubic site as 'express interest'
opportunities.

There are two types of Individually Scheduled Opportunities (ISO)

ISO with Schedule - volunteers are shown when volunteers are needed, and can sign up
for one or more dates that fall within the announced schedule of volunteer needs. They are
in pending status for these proposed 'connections' until the Opportunity Coordinator
confirms their proposed volunteer schedule.

ISO express interest Only -- An Express Interest button appears, but there is no info on
when volunteers are needed. This type of opportunity just allows a volunteer to inform the
posting organization that "I'm interested". This is great for broad opportunities like
"Become a Board Member" or "Keep me notified of upcoming disaster response
opportunities" or Virtual Opportunities.

These opportunities don't need to have a location, as they are just an expression of
interest. What the Volunteer Coordinator chooses to do with this information is up to
them, and volunteer's do not see these opportunities in their upcoming opportunities (as
they don't take place at a specific date and time - Unless the opportunity coordinator
decides to administratively schedule them to attend.)

Individually Scheduled Opportunities do not appear on the public site calendar - but do
appear in search list view. (They can't show up on a calendar, because they don't take place
at a specific date and time -- but rather, allow the volunteer to schedule themselves, subject
to the organization's approval.

In search, Individually Scheduled Opportunities appear as
Ilopenll

This is because they don't take place at a specific date and time. (They are flexibly scheduled
for each individual)
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Individually Scheduled Opportunity - Express Interest with

Schedule

The Opportunity Detail Page provides specific information about when volunteers are needed.

1. The dates when volunteers are needed are displayed. If start date is in the past, then the
text will read "Volunteers needed through...." (see 2nd screenshot)

2. The schedule you created is displayed so volunteers know what days and times you need

volunteers each week.

3. Messaging makes it clear that volunteers will be proposing their availability and the
Opportunity leader will review and confirm the dates they wish you to attend.

A volunteer clicks on "Express Interest" to proceed.

Opportunity Details

Create Food Baskets

Volunteers are needed to work in our warehouse putting
together baskets of food for our house-bound clients.

Express Interest

MARCH 30, 2016 - JUNE 30, 2016 o
4
Riverside, CA 92506

+ Monday: 09:00 AM - 04:00 PM

* Wednesday: 02:00 PM - 05:00 PM

* Wednesday: 09:00 AM - 12:00 PM N\
» Friday: 09:00 AM - 05:00 PM

Art Trout

Health & Wellness,

Low-income
communities

NfA

Age Minimum {with
Adult) - 18,
Minimum Age - 18+,
Skill Category - N/A

After Expressing interest in one or more dates and times you'd like to volunteer, your availability will be

sent to the Opportunity Leader who will review and confirm when you should attend. °

EXPRESS INTEREST
4

h—4

How the dates needed appear after the start date has passed.
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Express Interest

VOLUNTEERS NEEDED THROUGH AUGUST 31, 2016 e

LOCATION: Riverside, CA 92506

DURING THE FOLLOWING TIME PERIODS:
« Monday: 08:00 AM - 12:00 PM
» Friday: 08:00 AM - 12:00 PM

OPPORTUNITY LEADER: Art Trout &= emaiL

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

After clicking the Express Interest Button

You are asked "--How do you want to Express Interest?--" and have two options:

Express Interest

MARCH 30, 2016 - JUNE 30, 2016 ° .

LOCATION: Riverside, CA 92506

DURING THE FOLLOWING TIME PERIODS:
« Monday: 09:00 AM - 04:00 PM
« Wednesday: 02:00 PM - 05:00 PM
« Wednesday: 09:00 AM - 12:00 PM
« Friday: 09:00 AM - 05:00 PM

OPPORTUNITY LEADER: Art Trout &= EMAIL

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

+ -- How do you want to Express Interest? --
For a specific date and time 2
For a regular, recurring schedules of dates

HandsOn Connect - How volunteers Express Interest for Individually Scheduled Opportunities Page 3



Onl

Choosing "For a specific date and time"

Allows you to create one date and time you wish to volunteer. The time you choose must be
within the schedule that has been listed for this opportunity. If you propose a time outside the
schedule you'll get a clear message explaining that its not a valid time.

Express Interest

MARCH 30, 2016 - JUNE 30, 2016

Monday: 09:00 AM - 04:00 PM
Wednesday: 02:00 PM - 05:00 PM
Wednesday: 09:00 AM - 12:00 PM
Friday: 09:00 AM - 05:00 PM

Date: Start Time: End Time:
04/05/2016 | | | 12:00 PM 2:00 PM

There's not available time periods for Tuesday

EXPRESE TEREST

Choose a date and time within the 'available time periods" and click express interest and you'll
reach the opportunity sign up Success Page.

Success!

A notification of your interest in the opportunity Create Food Baskets has been sent to the
appropriate volunteer leader / coordinator. They should be contacting you soon to confirm your
participation and provide additional information about this opportunity including the address, driving
directions, and any other necessary instructions.

Expressing interest in a recurring pattern of dates (multiple
connections)

When a volunteer selects "For a regular, recurring schedule of dates" they have an interface
where they can select a day of the week, a start and ending date, and a start and End time.
They then click 'Add Date & Time" to indicate availability of that day of the week, at that time,

for that period of dates.
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The Day of the Week selector is 'smart' and only shows days that are part of the schedule for
this opportunity. The default dates and time period are pre-populated but can be edited by
the volunteer so that they can self-schedule for any period of time within the time period you
need volunteers.

Here the volunteer has chosen Monday, from 10:00 a.m. - 12:00 p.m. as the recurring day they
wish to schedule. Once they click "Add Day & Time" it will be added to the schedule section
below.

Express Interest

VOLUNTEERS NEEDED THROUGH OCTOBER 31, 2016

= Monday: 10:00 AM - 04:00 PM
* Wednesday: 10:00 AM - 02:00 PM
= Friday: 10:00 AM - 04:00 PM

Select a day of the week you'd like to volunteer, indicating the start and end time you'd like to volunteer on that
day. Days and times should be within the available time periods listed above. Click the Add Day & Time" link to add
to your proposed schedule and then add additional days if desired.

Day of the Week: Start Time: End Time:
Monday k9 LOIE b A ) :
ACTION DAY OF THE WEEK START TIME END TIME

What is the period of time you'd like to volunteer for the days and times you've listed above? Put in the Start Date
and the End date for the schedule you're proposing. Then click the Express Interest button below to submit your
schedule to the Volunteer Leader for review and confirmation.

Start Date: End Date:

04/05/2016 10/31/2016

After clicking 'Add Date and Time" you can add additional
schedules if you wish

In this case, the volunteer also wishes to volunteer on Wednesdays! And on Wednesdays they'd
like to volunteer from Noon - 2 pm.

Again they click, 'add date & time"
If they wish to change a schedule, they can click 'remove'.

This allows a volunteer to see all the days and times they are proposing before they submit the
schedule duration.
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VOLUNTEERS NEEDED THROUGH OCTOBER 31, 2016

= Monday: 10:00 AM - 04:00 PM
* Wednesday: 10:00 AM - 02:00 PM
* Friday: 10:00 AM - 04:00 PM

Select a day of the week you'd like to volunteer, indicating the start and end time you'd like to velunteer on that
day. Days and times should be within the available time periods listed above. Click the Add Day & Time" link to add
to your proposed schedule and then add additional days if desired.

Day of the Week: Start Time: End Time:

Wednesday | 12:00 PM 02:00 PM

ACTION DAY OF THE WEEK START TIME END TIME

Monday 10:00 AM 12:00 PM
——

What is the period of time you'd like to volunteer for the days and times you've listed above? Put in the Start Date
and the End date for the schedule you're proposing. Then click the Express Interest button below to submit your
schedule to the Volunteer Leader for review and confirmation.
Start Date: End Date:

04/05/2016 | 10/31/2016 |

When the schedule is complete, set the start date and end
date

The start date and end date are automatically populated from today until the end date of the
opportunity - but in our case we only want to volunteer on Mondays and Wednesdays through
the month of May, so we update the Start Date and End Date to reflect the duration of time we
wish to volunteer for the schedule we're submitting.

After setting the Start Date and End Date - click the Express Interest button to submit your
proposed scheduled to the Opportunity Leader. The opportunity leader will then review the
submitted connections and confirm, decline, or reschedule them.
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VOLUNTEERS NEEDED THROUGH OCTOBER 31, 2016

. Moncay:le:OD AM - 04:00 PM
* Wednesday: 10:00 AM - 02:00 PM
= Friday: 10:00 AM - 04:00 PM

Select a day of the week you'd like to volunteer, indicating the start and end time you'd like to volunteer on that
day. Days and times should be within the available time periods listed above. Click the Add Day & Time" link to add
to your proposed schedule and then add additional days if desired.

Day of the Week: Start Time: End Time:
Wednesday & 12:00 PM 02:00 PM
ACTION DAY OF THE WEEK START TIME END TIME
Monday 10:00 AM 12:00 PM
Wednesday 12:00 PM 02:00 PM
What is the period of time you'd like to volunteer for the days and times you've listed above? Put in the Start Date
and the End date for the schedule you're proposing. Then click the Express Interest button below to submit your
schedule to the Volunteer Leader for review and confirmation.
Start Date: End Date:

05/01/2016 05/31/2016

The Volunteer will then reach the 'Success" page

The volunteer will receive only one email notification that the connections they created have
been submitted for approval. (They will not get one for every connection they create during
one submission). The email template with the messaging to the volunteer can be found in
setup / administration setup / communication templates / email templates. This template is
called: "Opportunity Signup Acknowledgement for Individually Scheduled"

The opportunity coordinator will get only one email saying that the volunteer has expressed
interest in one or more dates and is awaiting confirmation. The opportunity coordinator can
then log in and review the connections that have been created and simply confirm or decline
them without having to contact the volunteer as to when they wish to volunteer. The email
template for this notification can be found in setup / administration setup / communication
templates / email templates. This template is called: "Volunteer Interest Notification for
Individually Scheduled"

See this next article on how to review and confirm volunteers for their individually scheduled
connections.
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HandsOnConnec ...

» Success!
A notification of your interest in the opportunity Create Food Baskets has been sent to the
appropriate volunteer leader / coordinator. They should be contacting you soon to confirm your
participation and provide additional information about this opportunity including the address, driving
directions, and any other necessary instructions.

Individually Scheduled Opportunity - Express Interest Only

These opportunities do not have a schedule - so volunteers are just able to express interest.
When they express interest, the Opportunity Coordinator is notified. The volunteer receives an
email letting them know they will be contacted if anything further is required of them.
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