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Before you can manage volunteer information, we recommend you set up configuration options. From
Volunteers, you can access these options under Configuration.
Use configuration options to set up Volunteers for your users. These options can affect multiple areas in the
program. For example, you can create volunteer types to allow users to match volunteers to volunteer
opportunities.

Screening Plans
A screening plan is a list of steps a volunteer must complete in order to work a specific job. If your organization
requires volunteers to complete a screening process, you can define multiple screening plans. You can associate
screening plans with volunteer types. A screening plan may be very simple and contain only one required step, or
it may be very detailed and contain multiple steps.
The Screening Plans page contains a list of all available screening plans. On this screen, you can add new
volunteer screening plans and define the steps to complete the screening plan. You can edit and delete existing
screening plans as needed.

Add Volunteer Screening Plans
If your organization requires volunteers to complete a screening plan, you can define screening plans and
associate them with specific volunteer types. A screening plan is a list of steps a volunteer is required to complete
to be eligible for a specific job within your organization. You can define multiple screening plans for your various
volunteer types.
Note: You can associate a screening plan with a volunteer type when you add or edit the volunteer type.
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} Add a volunteer screening plan
1. From Volunteers, click Screening Plans under Configuration. The Screening Plans page appears,
displaying all available screening plans.
2. Click Add on the action bar. The Add screening plan screen appears.
3. Enter the necessary information in the fields. For more information about the items on this screen, see
Add Screening Plan Screen on page 2.
Note: Actions, or steps, for screening plans are set up in Administration.

4. Click Save.

Add Screening Plan Screen
The table below explains the items on this screen.
Screen Item
Name
Description
Action
Days to complete

Description
Enter a name for the screening plan. Make sure to select a unique name that
clearly indicates the purpose of the screening plan and distinguishes it from
other screening plans in your database.
Enter a description for the screening plan. Make sure to select a unique
description that clearly distinguishes the screening plans from others in your
database.
Select an action to add to the screening plan. You can select multiple actions
for a single screening plan. Actions, or steps, for screening plans are set up in
Administration.
Enter the total number of days that remain for the volunteer to complete the
step.

Edit Volunteer Screening Plans
After you define a screening plan for a specific volunteer type, you can edit it as necessary. To add or remove
screening plan steps or edit details about the steps, use the Edit Screening Plan screen.
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} Edit a screening plan
1. From Volunteers, click Screening plans under Configuration. The Screening Plans page appears and
displays all available screening plans.
2. In the grid, select the screening plan to edit and click Edit on the action bar. The Edit screening plan
screen appears.
3. Update the information as necessary. The items on this screen are identical to those on the Add
screening plan screen. For more information about the items on this screen, see Add Screening Plan
Screen on page 2.

4. Click Save.

Delete Volunteer Screening Plans
Once you add screening plans, you can delete a screening plan as needed. On the Screening Plans page, in the
Screening Plans grid, you can select a screening plan to delete.
} Delete a volunteer screening plan
1. From Volunteers, click Screening plans under Configuration. The Screening plans page appears.
2. Select the screening plan to delete and click Delete on the action bar. A message appears confirming you
want to delete the screening plan.
Note: When you select to delete a screening plan, a message indicates whether the selected screening plan is
currently associated with an active volunteer type. You can still delete the plan, but it will be removed from the
volunteer type and from any volunteers assigned to the screening plan.
3. To delete the screening plan, click Yes.

Volunteer Skill Levels
The Volunteer Skill Levels page contains a list of all available volunteer skill levels. On this page, you can add new
skill levels and assign ranks to them. When you assign a trait with a type of “Skill” to a volunteer, you can use the
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skill levels you define to indicate the volunteer’s level of ability for that skill. You can edit and delete existing skill
levels as needed.

Edit and Rank Volunteer Skill Levels
When you add traits for a volunteer, you can define skill levels to indicate the amount of experience a volunteer
has for a specific skill type.
} Edit and rank a volunteer skill level
1. From Volunteers, click Skill levels under Configuration. The Volunteer Skill Levels page appears.
2. To manage available skill levels, click Edit and Rank. The Edit and rank skill levels screen appears.
• To add a new skill level, scroll to the bottom of the screen. In the blank row, enter a name to
describe the new skill level.
• To edit a skill level, select the row to edit and enter new text.
• To delete a skill level, select the row to delete and remove any text.
• To rank skill levels, select a skill level and use the arrow buttons to move the selected skill level up or
down.
3. To save your changes, click Save.
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Volunteer Types
A volunteer type denotes the capacity in which a volunteer can serve your organization. You can assign multiple
volunteer types to a single volunteer. You use volunteer types to match skilled volunteers to jobs.
The Volunteer Types page contains a list of all available volunteer types. On this screen, you can add a new
volunteer type and associate it with a screening plan. You can edit and delete existing volunteer types as needed.

• Go to volunteers - To view a list of all volunteers assigned to a specific volunteer type, select the volunteer
type in the grid and click Go to volunteers.
• Edit screening plan - You can view and edit the screening plan assigned to a volunteer type. In the grid, select
the volunteer type for which to view the screening plan and click Screening Plan. The Edit screening plan
screen appears. For more information about how to edit a screening plan, see Edit Volunteer Screening Plans
on page 2.

Add Volunteer Types
If your organization uses volunteer types to manage which volunteers are suited for specific jobs, you can define
multiple volunteer types. When you define a volunteer type, you can associate it with a screening plan. After you
assign a screening plan, the volunteer type requires all assigned volunteers to complete its associated screening
plan.
} Add a volunteer type
1. From Volunteers, click Volunteer types under Configuration. The Volunteer Types page appears.
2. Click Add. The Add volunteer type screen appears.
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3.
4. Enter information about the volunteer type in the fields. For more information about the items on this
screen, see Add Volunteer Type Screen on page 6.
5. To save the new volunteer type, click Save.
For more information about how to add screening plans, see Add Volunteer Screening Plans on page 1.

Add Volunteer Type Screen
The table below explains the items on this screen.
Screen Item

Description

Name

Enter the name of the volunteer type.
Enter a detailed description of the volunteer type to identify it throughout the
program.
Select the screening plan to associate with this volunteer type. This will require
any volunteers of this type to complete the screening plan you select.

Description
Screening Plan

Edit Volunteer Types
After you create a volunteer type, you can later edit details about that type. On the Volunteer Types page, you
can select a volunteer type to edit.
} Edit a volunteer type
1. From Volunteers, click Volunteer types under Configuration. The Volunteer Types page appears.
2. In the grid, select the volunteer type to edit and click Edit on the action bar. The Edit volunteer type
screen appears.
3. Edit the information in the field. The items on this screen are the same as those on the Add volunteer
type screen. For more information about the items on this screen, see Add Volunteer Type Screen on
page 6.
4. Click Save
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Delete Volunteer Types
Once you add volunteer types, you can delete a volunteer type if needed. On the Volunteer Types page, in the
grid, you can select a volunteer type to delete.
} Delete a volunteer type
1. From Volunteers, click Volunteer types under Configuration. The Volunteer Types page appears.
2. Select the appropriate volunteer type in the grid and click Delete on the action bar. A message appears
confirming you want to delete the volunteer type.
3. To delete the volunteer type, click Yes.

Edit Screening Plan
You can view and edit the screening plan assigned to a volunteer type. In the grid, select the volunteer type for
which to view the screening plan and click Screening Plan. The Edit screening plan screen appears. For more
information about how to edit screening plans, see Edit Volunteer Screening Plans on page 2.

Volunteer Awards
You can create volunteer awards to give to your organization’s most dedicated volunteers. For example, you
might have certificates to honor volunteers when they complete over 100 hours of service. You can create and
manage the awards from the Volunteer Awards page. To access volunteer awards, from Volunteers, click
Volunteer awards under Configuration.

Add Volunteers Awards
} Add a volunteer award
1. From Volunteers, click Volunteer awards under Configuration. The Volunteer Awards page appears.
2. Click Add. The Add a volunteer award screen appears.
3. Enter a name for the award, such as “100 Club.”
4. Select the volunteer award type, such as “Service Award.”
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5. You can also enter a description for the volunteer award. For example, you might enter a description of
“For 100 hours of dedicated service” for the “100 Club” award.
6. Click Save. You return to the Volunteer Awards page.

Edit Volunteers Awards
Once you add volunteer awards, you can edit them as needed. Editing an award that has already been assigned
to a constituent does not change the award for that constituent. New awards assigned to constituents will have
the change.
} Edit a volunteer award
1. From Volunteers, click Volunteer awards under Configuration. The Volunteer Awards page appears.
2. Select an award and click Edit. The Edit volunteer awards screen appears.
3. You can edit the name, volunteer award type, or the description of the award.
4. Click Save. You return to the Volunteer Awards page.

Delete Volunteers Awards
Once you add volunteer awards, you can delete them as needed. Deleting an award that has already been
assigned to a constituent does not remove the award from that constituent. The deleted award is no longer
available to assign to other constituents. From the Volunteer Awards page, select an award and click Delete.
Note: You can also mark a volunteer award as inactive if you no longer need it, but want to retain it. You can
reactivate it later, if necessary. For information, see Mark Volunteers Awards Active/Inactive on page 1.
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A volunteer is a person who voluntarily undertakes a task or specialized piece of work for an organization and
expects no pay in return. With Volunteers, you can create volunteer types, define qualifications a volunteer
needs to complete certain jobs, manage your volunteers’ medical information and special needs, determine
when a volunteer can work, and match a volunteer’s special interests with a specific job. You can also create
volunteer screening plans, which are checklists of tasks a volunteer must complete before he starts a job.
After you have added a volunteer and created the job and job occurrence, you then match the two, and assign
the volunteer to the job occurrence. For information about how to match volunteers to job occurrences, see
Match and Assign Volunteers to Job Occurrences on page 36.

Add Volunteers
You can use the Add a volunteer task to add volunteers to your database. If a volunteer is a constituent in your
system, you can select the volunteer from a list. This saves time because you do not have to enter all the
volunteer’s personal information. If the volunteer is not a constituent in your database, you must first add the
volunteer as a constituent.
For more information about how to add constituents, see the Constituent Data Entry Guide.
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} Add a volunteer
1. From Volunteers, click Add a volunteer. The Add a volunteer screen appears.

Note: When you click Add a volunteer and search for a specific constituent, the Non-Volunteer Search screen
returns only those constituents not already categorized as volunteers.
2. If the volunteer is a constituent in your database, in the Constituent field, click the binoculars to open
the Non-Volunteer Search screen and select the constituent.
If the volunteer is not a constituent in your database, on the Non-Volunteer Search screen, click Add to
add the new constituent. If the constituent you select is actually a household, you will be prompted to
select the member of the household to add as a volunteer, as households cannot be volunteers.
3. Enter information about the volunteer in the fields. For more information about the items on this screen,
see Add a Volunteer Screen on page 10.
4. To save the volunteer information, click Save.

Add a Volunteer Screen
The table below explains the items on this screen.
Screen Item
Constituent
Name
Phone
Sponsor

Description
To open the Non-Volunteer Search screen and select a constituent, click the
binoculars. If the volunteer is not already a constituent in your database, you
can add the new constituent from the Search screen.
Enter the full name of the volunteer’s emergency contact. The emergency
contact is not associated with an existing constituent record.
Enter the area code and phone number of the volunteer’s emergency contact.
To open a Search screen and select a sponsor for the volunteer, click the
binoculars.
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Select a Household Member to Volunteer Screen
Since a household cannot be a volunteer, you must select the member of the household to be the volunteer.
Select the household member or add a constituent to the household.
Add Volunteers on page 9

Search for Volunteers
After you add volunteers, you can search for a specific volunteer with the Volunteer Search screen. When you
add a volunteer, you select the constituent to add as a volunteer. The search screen you use to pick the
constituent is the Non-Volunteer Search screen. This screen searches for constituents who are not already
volunteers. The search options on the Volunteer Search screen and the Non-Volunteer Search screens are
essentially the same.
In the search criteria frame, enter the criteria on which to base your volunteer search. Complete as many fields as
you like; you do not have to completely fill in any field. For example, entering an “S” in the Last/Org name field
will limit search results to volunteers whose last names begin with “S”.

To run a search based strictly on your search criteria, mark Match all criteria exactly. You can also choose to
have the search check the nickname or aliases. You can also have the search include deceased or inactive
constituents. If you include address information in your search, mark Only search primary address if you want
the program to look only in address records designated as “Primary” on the constituent page. To start the
search, click Search. All records satisfying your search criteria appear. Select the volunteer and click Select to go
to that volunteer’s page.
For more information about how to add a volunteer, see Add Volunteers on page 9.

Volunteer Page
The volunteer page displays several tabs that contain information about traits, availability, volunteer types, and
notes for the selected volunteer. You can add, edit, and delete information from these tabs. To access a

12 CHAPTER 2
volunteer page, use the Volunteer Search screen to locate the volunteer to select.
After you have recorded all of the information for the selected volunteer, you can match and assign the
volunteer to a job. For information about how to match volunteers to job occurrences, see Match and Assign
Volunteers to Job Occurrences on page 36.
For more information about how to add a volunteer, see Add Volunteers on page 9.
For more information about how to search for a volunteer, see Search for Volunteers on page 11.
• Schedule - To open the volunteer schedule, click Schedule, under Tasks on the explorer bar. On the Schedule
screen, you can view current job assignments. You can assign the volunteer to jobs for which he has the
necessary traits, skills, or qualifications.
• View schedule - To view a schedule report for the selected volunteer, click View schedule, under Tasks on the
explorer bar. For more information about the Volunteer Schedule Report, see Volunteer Schedule Report on
page 57.
• Refresh - To make sure you have the latest information, click the refresh button.

Volunteer Constituency
A constituency defines the relationship a constituent has with your organization; it lets you know why the
constituent is in your database. A constituent can have multiple constituencies and these relationships can start
and end at different times and dates can overlap. For example, a constituent may first become a donor in your
database and remain a donor for an undetermined length of time. Later the constituent becomes a volunteer for
your organization, but only for six months. You can manage constituencies from the Constituencies tab on the
constituent page.

Schedule
To open the volunteer schedule for a volunteer, click Schedule. On the Schedule screen, you can view current job
assignments. You can assign the volunteer to jobs for which he has the necessary traits, skills, or qualifications.
To open the job schedule from a job, click Schedule. On the Schedule screen, you can view current volunteer
assignments for the job. You can assign the job to volunteers with the necessary traits, skills, or qualifications.

View Schedule
To view a schedule report for the selected volunteer or job, click View schedule.
For more information about the Volunteer Schedule Report, see Volunteer Schedule Report on page 57.
For more information about the Job Schedule Report, see Job Schedule Report (for a single job) on page 58.

General Information
The General tab contains general information about the volunteer, such as a summary of volunteer activity, any
associated volunteer types, and emergency contact details.
Under Volunteer summary, you can view information about the volunteer’s activity with your organization for
the current year and over the lifetime. The program automatically calculates these values based on the
timesheets entered for the volunteer and the estimated values of the jobs.

V O LU N T E E RS

A N D J O BS

13

Under Volunteer types, you can view the capacity in which the volunteer can serve your organization. You use
these volunteer types to match the volunteer to jobs. From the grid, you can assign multiple volunteer types to
the volunteer and edit or delete volunteer type assignments. If a volunteer type is associated with a screening
plan, you can also access information about the screening plan, such as completed, failed, and pending steps;
expected dates for completion; and any additional comments.
Note: For information about how to configure volunteer types for your organization, see Volunteer Types on
page 5.
Under General, sponsor and emergency contact information for the volunteer appears. For information about
how to edit this information, see Edit General Information About a Volunteer on page 15.

Assign Volunteer Types to Volunteers
After you configure different volunteer types, you can assign them to volunteers in your database. You can
assign multiple volunteer types to a single volunteer. For information about how to configure volunteer types,
see Volunteer Types on page 5.
When you assign a volunteer type with an associated screening plan, the status of the volunteer type is
automatically set to Pending. The volunteer type becomes active when the volunteer completes all steps of the
required screening plan. When you assign a volunteer type that is not associated with a screening plan, the
status of the volunteer type is automatically set to Active. For information about screening plans, see Screening
Plans on page 1.
} Assign a volunteer type to a volunteer
1. Open the record of the volunteer to which to assign a volunteer type. For information about how to
open a volunteer record, see Search for Volunteers on page 11.
2. Select the General tab.
3. Under Volunteer types, click Assign on the action bar. The Assign volunteer type screen appears.
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4. Select the volunteer type to assign to the volunteer. The Screening plan field displays the screening plan
associated with the volunteer type.
5. In the Start date and End date fields, enter the date range of when the volunteer type applies to the
volunteer.
6. Click Save. You return to the General tab.

Edit a Volunteer Type Assignment
After you assign volunteer types to a volunteer, you can edit information about the assignment such as its date
range or status. You cannot edit the volunteer type selected for the assignment.
} Edit a volunteer type assignment
1. Open the record of the volunteer for which to edit a volunteer type. For information about how to open
a volunteer record, see Search for Volunteers on page 11.
2. Select the General tab.
3. Under Volunteer types, select the volunteer type to edit.
4. On the action bar, click Edit. The Edit volunteer type screen appears.

5. Edit the dates the volunteer type is valid as necessary.
6. In the Status field, select the status of the assignment, such as Active, Pending, or Unapproved.
7. Click Save. You return to the General tab.

V O LU N T E E RS

A N D J O BS

15

Delete a Volunteer Type Assignment
After you add a volunteer type assignment, you can delete it as necessary.
Tip: When you delete a volunteer type assignment, you permanently remove it from the volunteer. To retain a
history of the assignment when you no longer require it, you can edit the status of the assignment to Inactive.
For information about how to edit the status of an assignment, see Edit a Volunteer Type Assignment on page
14.
} Delete a volunteer type assignment from a volunteer
1. Open the record of the volunteer from which to delete a volunteer type. For information about how to
open a volunteer record, see Search for Volunteers on page 11.
2. Select the General Tab.
3. Under Volunteer types, select the volunteer type to delete.
4. On the action bar, click Delete. A message appears to ask whether to delete the assignment.
5. Click Yes. You return to the General tab.

Edit General Information About a Volunteer
After you add a volunteer, you can edit the basic sponsor and emergency contact information about the
volunteer.
} Edit general volunteer information
1. Open the record of the volunteer for which to edit general information. For information about how to
open a volunteer record, see Search for Volunteers on page 11.
2. Select the General tab.
3. Under General, click Edit on the action bar. The Edit volunteer screen appears.

4. Under General information, search for and select the organization constituent that sponsors the
volunteer.
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5. Under Emergency contact, enter the name and phone number of the emergency contact for the
volunteer.
6. Click Save. You return to the General tab.

Traits Tab
The Traits tab contains information about the different traits assigned to the volunteer or the traits associated
with a specific job. Traits include skills, interests, special needs, and certifications. On the Traits tab, you can add,
edit, and delete trait information. You can add multiple traits for a single volunteer or job.
Using traits helps ensure volunteers are matched with and assigned to jobs for which they are capable or
qualified. Volunteer traits may include special talents or certifications. Jobs requiring a particular certification or
skill would also have those traits.
For a volunteer, the Traits tab displays the traits associated with that volunteer. On the screening plan page, the
Traits tab also displays the traits associated with that volunteer. On a job page, you can manage traits needed to
perform that job.

• Filter - As the trait list grows over time, it may be difficult to find a particular trait. To narrow the list, click the
filter button. A Type field appears for you to narrow the list by trait type. Select the trait type you need and
click Apply. To remove the Type field, click the filter button again.
• Refresh - To make sure you have the latest trait information, click the refresh button.

Add Traits
A trait is a characteristic a volunteer has that is needed to complete a specific job. Traits include interests, skills,
courses, and certifications. You use traits to match volunteers with appropriate jobs. For example, if a data entry
job requires a trait called “Computer experience,” you can assign a volunteer with the trait “Computer
experience” to that job. Traits can be required if the skill or certification is something the volunteer must have for
the job.
} Add a trait
1. Access the volunteer or job for which to add a trait.
Note: You can add traits for a volunteer from the Traits tab of the volunteer page or the volunteer’s screening
plan page. You can also add traits to each job in order to match volunteers and their qualifications with various
jobs.
2. Select the Traits tab.
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3. In the Traits grid, click Add on the action bar. The Add a trait screen appears.

4. Enter the necessary information in the fields. For more information about the items on this screen, see
Add a Trait Screen on page 17.
5. Click Save.
For more information about how to edit and rank volunteer skill levels, see Edit and Rank Volunteer Skill Levels
on page 4.

Add a Trait Screen
The table below explains the items on this screen. You can add traits to jobs which represent the skills or traits
needed for the job. You can also add traits to volunteers. These traits represent the specific skills or certifications
the volunteer possesses. The fields on the Add a trait screen depend on whether the trait is for a job or for a
volunteer.
Screen Item
Trait type
Administrative
Certification and
Certificate
Course
Interest
License and License
number
Medical
Skill and Skill level

Description
Select the type of trait. Trait types include Administrative, Certificate, Course,
Interest, License, Medical, Skill, and Special Need. The trait type you select here
determines which additional fields appear on this screen.
If you select “Administrative” in the Trait type field, this field is available.
If you select “Certificate” in the Trait type field, these fields are available. Select
the type of certification. You can also enter the name of the certificate.
Certificate appears when you add traits to volunteers, not jobs.
If you select “Course” in the Trait type field, this field is available. Select the
course the volunteer completed.
If you select “Interest” in the Trait type field, this field is available. Select the
type of job in which the volunteer expressed interest.
If you select “License” in the Trait type field, these fields are available. If the
volunteer has a license, select the license type here, then enter the license
number. License number appears when you add traits to volunteers, not jobs.
If you select “Medical” in the Trait type field, this field is available. Select the
type of medical information to enter for the volunteer.
If you select “Skill” in the Trait type field, these fields are available. If the trait is
a skill, select the specific skill. Select a level that adequately represent’s the
volunteer’s experience in this area. Skill level appears when you add traits to
volunteers, not jobs.
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Screen Item

Description

Special need

If you select “Special need” in the Trait type field, this field is available. Select
the accommodation the volunteer needs.
This field is available for the following trait types: Administrative, Certificate,
Course, License, and Medical. Enter the date a volunteer’s qualifications
expire. This field appears when you add a trait to a volunteer.
This checkbox appears only when you add traits for a volunteer. It is available
for the following trait types: Administrative, Certificate, Course, License, and
Medical. When you verify the volunteer’s qualifications are current and meet
the requirements, mark Verified. You can use the Verified checkbox to
manage important expiring traits.
This checkbox appears when you add traits for a job. You can indicate the trait
is required. Some skills or traits may be required for certain jobs. For other
skills or traits, you may prefer volunteers have them, but they may be not be
required.

Expires on

Verified

Required

Edit Traits
Once you add a trait, you can edit that trait as needed. On the Traits tab of a volunteer or screening plan page,
you can select a trait to edit for a selected volunteer. On the Traits tab of a job page, you can select a trait to edit
for the selected job. You can edit all fields for a trait.
} Edit traits
1. Access the volunteer or job for which to edit a trait.
2. On the Traits tab, select a trait and click Edit. The Edit screen appears for the selected trait.
3. Make the necessary changes. The items on this screen are the same as those on the Add a trait screen.
For more information about the items on this screen, see Add a Trait Screen on page 17.
4. To save your changes, click Save.

Delete Traits
Once you add traits, you can delete traits as needed. On the Traits tab of a volunteer or screening plan page, you
can select a trait to delete for the selected volunteer. On the Traits tab of a job page, you can select a trait to
delete for the selected job.
} Delete traits
1. Access the volunteer or job for which to delete a trait.
2. Select the Traits tab.
3. In the Traits grid, select the trait to delete and click Delete on the action bar. A confirmation message
appears.
4. To delete the trait, click Yes.

Availability Tab
The Availability tab contains information about the days and times the volunteer is available. Availability is
important when you match volunteers with jobs. From this tab, you can define recurrences the volunteer is
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available and specific instances the volunteer is unavailable.
Note: Volunteer availability information restricts which jobs a volunteer will be a match for. If a volunteer is
available to work at various times and locations, we recommend you leave this information blank. This ensures
the volunteer is included in searches for the maximum number of jobs.

Edit Volunteer Availability
You can use the Edit availability screen to maintain the times and location a volunteer is available to work for
your organization. Use this screen for volunteers who serve your organization on a recurring basis. You can enter
start and end dates and times, along with the days of the week the volunteer is normally available to work.
Note: If a volunteer is generally available to work at any time, we recommend you don’t include availability
information. This ensures the volunteer is included in searches for the maximum number of jobs.
} Edit availability for a volunteer
1. Access the volunteer for which to edit availability.
2. Select the Availability tab.
3. In the Availability grid, click Edit on the action bar. The Edit availability screen appears.
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4. Add or edit the necessary information in the grid. For more information about the items on this screen,
see Edit Availability Screen on page 20.
5. Click Save. You return to the Availability tab.

Edit Availability Screen
The table below explains the items on this screen.
Screen Item
Start (mm/dd)
End (mm/dd)
Day of week
Start time
End time

Description
Enter the date from which the volunteer is available. Use the following format:
mm/dd.
Enter the date after which the volunteer is unavailable. Use the format:
mm/dd.
For recurring jobs, select the day or days of the week the volunteer is generally
available.
Enter the time from which the volunteer is available. If the volunteer is
available all day, leave the start and end times blank.
Enter the time after which the volunteer is unavailable.

Edit Location Availability
A volunteer may be available to work in some of your organization’s locations, but not in others. You use the
Availability tab on the volunteer page to edit location availability for the volunteer.
Note: If a volunteer is available to work at all locations, we recommend you leave the Location field blank. This
ensures the volunteer is included in searches for all locations.
} Edit a location
1. After accessing a volunteer, select the Availability tab.
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2. In the Locations grid, click Edit on the action bar. The Edit locations screen appears.

3. Select the location at which the volunteer is available. You can select multiple locations.
Note: If the volunteer is available to work at all locations, we recommend you leave the Location field blank.
This ensures the volunteer is included in searches for all locations.
4. To remove a location, select the correct row in the grid and delete all text.
5. To save your changes, click Save.

Edit Additional Availability Information
Many volunteers in your database are available on a regular basis. If there is an exception, you can record that
specific instance the volunteer is not available without changing the volunteer’s overall schedule.
} Edit additional availability information
1. Access the volunteer for which to define an availability exception.
2. Select the Availability tab.
3. In the Additional Information grid, click Edit on the action bar. The Edit additional information screen
appears.
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4. Enter information to indicate when the volunteer is not available. For more information about the items
on this screen, see Edit Additional Information Screen on page 22.
5. To save your changes, Save.

Edit Additional Information Screen
The table below explains the items on this screen.
Screen Item

Description

Availability comment Enter any additional information about the volunteer’s availability.
Unavailable from and
Select the start and end dates for which the volunteer is unavailable.
to

Timesheets Tab
The Timesheets tab contains a list of timesheets for the selected volunteer. Timesheets contain information
about the dates and times the volunteer completed assigned jobs. You can add, edit, or delete timesheets from
this tab.
You can enter multiple timesheets in a batch. For more information about creating a timesheet batch, see the
Batch Entry Guide.
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Add Timesheets
On the Timesheets tab of a volunteer page, you can record the amount of time the volunteer works for a specific
job or job occurrence. You can use this information to manage the total number of hours a specific volunteer
works for your organization, and at what jobs.
} Add a timesheet
1. Access the volunteer for which to add a timesheet.
2. Select the Timesheets tab.
3. In the Timesheets grid, click Add on the action bar. The Add timesheet screen appears.

4. Enter information about the job occurrence, hours worked, and dates in the fields. For more information
about the items on this screen, see Add Timesheet Screen on page 23.
5. To save your changes, click Save.

Add Timesheet Screen
The table below explains the items on this screen.
Screen Item
Job occurrence
Hours worked
Start date
End date

Description
To open the Job Occurrence Search screen and locate a specific job occurrence,
click the binoculars.
Enter the total number of hours the volunteer worked this specific job
occurrence during the selected time period.
Enter or select the first date the volunteer worked this job occurrence.
Enter or select the last date the volunteer worked this job occurrence.

Search for Job Occurrences
In the Search Criteria frame, enter the criteria on which to base your job search. The more information you
enter, the narrower your search will be. For example, if you know the name of the job, you can select that job so
the search includes job occurrences for only that job.
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To include inactive job occurrences in the search, select Include inactive. To start the search, click Find. All
records that satisfy your criteria appear in the search grid. Select the record you want, and click Select.

Edit Timesheets
Once you create a timesheet for a volunteer, you can edit details for that timesheet as needed. For example, if a
volunteer worked two more hours than he was scheduled to work, you can update his timesheet to reflect the
additional hours. On the Timesheets tab of a volunteer page, in the Timesheets grid, you can select a timesheet
to edit.
} Edit a timesheet
1. Access the volunteer for which to edit a timesheet.
2. Select the Timesheets tab.
3. In the Timesheets grid, select the timesheet and click Edit. The Edit timesheet screen appears.
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4. Edit the job occurrence, hours worked, or dates for the timesheet. The items on this screen are the same
as those on the Add timesheet screen. For more information about the items on this screen, see Add
Timesheet Screen on page 23.
5. Click Save.

Delete Timesheets
Once you add timesheets, you can delete one if needed. On the Timesheets tab of a volunteer page, in the
Timesheets grid, you can select a sheet to delete.
} Delete a timesheet
1. Access the volunteer for which to delete a timesheet.
2. Select the Timesheets tab.
3. In the Timesheets grid, select the timesheet to delete and click Delete on the action bar. A message
appears confirming you want to delete the timesheet.
4. To delete the timesheet, click Yes.

Awards
You can add awards for your volunteers, such as a service award when a volunteer spends more than 100 hours
with your organization. The Awards tab displays all the awards the volunteer has earned. Award types are set up
in a configuration task. For more information, see Volunteer Awards on page 7.

Add Awards
When a volunteer has earned special recognition, you can give the volunteer an award.
} Add an award
1. Access the volunteer for which to add an award.
2. On the Awards tab, click Add. The Add a volunteer award screen appears.
3. Select the type of award it is.
Note: Award types are set up in a configuration task. For more information, see Volunteer Awards on page 7.
4. You can enter the date it is awarded.
5. Click Save. You return to the Awards tab.

Edit Awards
After a volunteer has earned special recognition, you can edit the award if needed.
} Edit an award
1. Access the volunteer for which to add an award.
2. On the Awards tab, select the award and click Edit. The Edit volunteer award screen appears.
3. You can change the type of award it is or modify the date it was awarded.
4. Click Save. You return to the Awards tab.
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Delete Awards
If you an award to a volunteer by mistake, you can delete it.
} Delete an award
1. Access the volunteer for which to add an award.
2. On the Awards tab, select the award and click Delete. A confirmation message appears.
3. Click Yes. You return to the Awards tab.

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
You can save links to websites or related materials stored outside of the program. You can also attach items
directly to records. When you attach a file, the program stores a copy in the database.

Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your records.

Add Notes
On the Documentation tab, you can track notes about your records.
} Add a note
1. On the Documentation tab of a record, click Add, Note. The Add a note screen appears.
2. Select a note type. Enter the date, title, author, and the content of the note.
3. Click Save. You return to the Documentation tab.

Add a Note Screen
Screen Item
Type
Date
Title
Author
Notes

Description
Select the type of note. The system administrator configures note types. If you have
security rights, click Type to add a note type.
Enter the date of the note.
Enter the title, or purpose, of the note.
To search for an author, click the magnifying glass. A search screen appears.
Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.
} Edit a note
1. On the Documentation tab of a record, select a note and click Edit. The Edit note screen appears.
2. Make changes as necessary to the note type, date, title, author, or note content.
3. Click Save. You return to the Documentation tab.
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Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.
} Delete a note
1. On the Documentation tab of a record, select a note and click Delete. A confirmation message appears.
2. Click Yes. You return to the Documentation tab, and the note no longer appears.

Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the program.

Add Media Links
When you add a media link, you enter the website address.
} Add a media link
1. On the Documentation tab of a record, click Add, Media link. The Add a media link screen appears.
2. Select a media link type. Enter the date, title, and author. Enter the URL for a website.
3. Click Save. You return to the Documentation tab.

Add a Media Link Screen
Screen Item
Type
Date
Title
Author
Media URL

Description
Select the type of media link. The system administrator configures media link types. If
you have security rights, click Type to add a media link type.
Enter the date of the media link.
Enter the title, or purpose, of the link.
To search for an author, click the binoculars. A search screen appears.
Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.
} Edit a media link
1. On the Documentation tab of a record, select a media link and click Edit. The Edit media link screen
appears.
2. Make changes as necessary to the media link type, date, title, or author. You can edit the URL for a
website.
3. Click Save. You return to the Documentation tab.

Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.
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} Delete a media link
1. On the Documentation tab of a record, select a media link and click Delete. A confirmation message
appears.
2. Click Yes. You return to the Documentation tab, and the media link no longer appears.

Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.

Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program stores a
copy in the database.
} Add an attachment
1. On the Documentation tab of a record, click Add, Attachment. The Add an attachment screen appears.
2. Select an attachment type. Enter the date, title, and author. To search for the attachment, click Choose
file.
3. Click Save. You return to the Documentation tab.

Add an Attachment Screen
Screen Item
Type
Date
Title
Author
File

Description
Select the type of attachment. The system administrator configures attachment types. If
you have security rights, click Type to add an attachment type.
Enter the date of the attachment.
Enter the title, or purpose, of the attachment.
To search for the author, click the binoculars. A search screen appears.
To locate the attachment, click Choose file. To view an attachment, click Open file. To
remove an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different file. You
can also view an attachment.
} Edit an attachment
1. On the Documentation tab of a record, select an attachment and click Edit. The Edit attachment screen
appears.
2. Make changes as necessary to the attachment type, date, title, or author. To view an attachment, click
Open file To remove an attachment, click Clear file To select a different file, click Choose file.
3. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.
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} Delete an attachment
1. On the Documentation tab of a record, select an attachment and click Delete. A confirmation message
appears.
2. Click Yes. You return to the Documentation tab, and the attachment no longer appears.

Open Attachment Files
After you add an attachment on the Documentation tab, you can open the attachment. Select the attachment
and click Open file.

Screenings and Expirations Page
On the Screenings and Expirations page, you can manage individual steps and overall screening plans for all
available screenings in progress.

Screenings in Progress Tab
The Screenings in Progress tab contains information about all screening plans currently in progress. The
Screenings in Progress tab displays information for all volunteers undergoing a screening plan throughout your
system.

As the Screenings in Progress list grows over time, it may be difficult to find a particular screening plan. You can
filter by plan, step, or when each step is due. Make the selections you need to filter the list and click Apply. To
clear the filter fields, click Reset.
• Mark complete - Once a volunteer completes a screening plan step, you can mark that step as completed. To
mark the step as completed, select the step in the grid and click Mark complete. The Mark complete screen
appears so you can enter the date on which the volunteer completed the step.
• Mark failed - If a volunteer files to complete a screening plan step, you can mark that step as failed. To mark
the step as failed, select the step in the grid and click Mark failed. The Fail step screen appears so you can
enter details about why the volunteer did not complete the step.
• Go to Screening plan - To view the specific screening plan for a step, select the step in the grid and click Go to,
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Screening plan.
• Go to Volunteer - To view the volunteer page for a specific volunteer, select the volunteer in the grid and click
Go to, Volunteer.

Mark Screening Plan Steps Complete
After a volunteer successfully completes a step of the screening plan process, you can indicate the completion on
the volunteer’s screening plan. To access the screening plan, you can use the volunteer page or the Screenings in
Progress tab on the Screenings and Expirations page.
} Mark a screening plan step complete
1. From a volunteer’s General tab, select a volunteer type with a screening plan.
2. Click Go to screening plan on the action bar. The volunteer’s Screening plan page appears.
3. On the Screening Plan tab, select the appropriate step and click Mark Complete. The Mark Complete
screen appears.
Note: You can mark a screening plan step complete directly on the Screenings in Progress tab on the Screenings
and Expirations page. To do so, select the step in the grid and click Mark Complete.
4. In the Completed on field, click the arrow to access a calendar and select the date the volunteer
completed the step.
5. Click Save. You return to the screening plan. A check mark appears next to the step to indicate its
completion.

Mark Screening Plan Steps Failed
A volunteer might fail to complete a specific step of the screening process by the required due date. A volunteer
might fail one or more of the screening steps. For example, a volunteer may not complete a required
certification, which renders that volunteer unsuitable for a specific job in which he expressed interest. When this
happens, you can indicate the failure. To access the screening plan, you can use the volunteer page or the
Screenings in Progress tab on the Screenings and Expirations page.
} Mark a screening plan step failed
1. From a volunteer’s General tab, select a volunteer type with a screening plan.
2. Click Go to screening plan on the action bar. The volunteer’s Screening plan page appears.
3. On the Screening Plan tab, select the appropriate step and click Mark Failed. The Fail step screen
appears.
Note: You can mark a screening plan step failed directly on the Screenings in Progress tab on the Screenings
and Expirations page. To do so, select the step in the grid and click Mark Failed.
4. In the Comments field, explain why the screening plan step failed.
5. Click Save. You return to the screening plan. In the grid, the status for the step is now updated to
indicate it failed.

Expiring Traits Tab
The Expiring Traits tab displays information for all volunteers with expiring traits throughout your system.
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As the Expiring Traits list grows over time, it may be difficult to find a particular expiring trait. You can use filters to
narrow the list. Make the selections you need to filter the list and click Apply. To clear the filter fields, click Reset.

Screening Plan Page
The screening plan page for a volunteer contains a list of steps required to complete the screening plan. It
contains a list of traits for the selected volunteer. A volunteer has a screening plan page for each screening plan
he must complete. On this page, you can mark screening plan steps complete or failed and add, edit, or delete
traits and notes.
For more information about the Traits tab, see Traits Tab on page 16.

For more information about screening plans, see Screening Plans on page 1.
For more information about how to add screening plans, see Add Volunteer Screening Plans on page 1.
For more information about how to edit screening plans, see Edit Screening Plan on page 7.
For more information about how to delete screening plans, see Delete Volunteer Screening Plans on page 3.

Screening Plan Tab
The Screening Plan tab contains a list of all screening plan steps the selected volunteer must complete. From this
tab, you can add and edit additional screening plan steps. You can mark all steps as complete, mark an individual
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step as complete, or mark a step as failed.

For more information about how to add screening plan steps, see Add Screening Plan Steps for a Volunteer on
page 32.
For more information about how to edit screening plan steps, see Edit Screening Plan Steps on page 33.
For more information about how to mark all steps complete, see Mark All Complete on page 34.
For more information about how to mark a single step complete, see Mark Screening Plan Steps Complete on
page 30.
For more information about how to mark steps failed, see Mark Screening Plan Steps Failed on page 30.

Add Screening Plan Steps for a Volunteer
After you create a screening plan for a specific volunteer type, you can add individual steps to that screening plan
for a selected volunteer. For example, if you need additional references or require a second interview for a
specific volunteer, you can add additional steps for these tasks.
Note: Note: It is important to associate a screening plan with a volunteer type prior to adding steps.
} Add a screening plan step for a volunteer
1. From a volunteer’s General tab, select the volunteer type with the screening plan to which you want to
add a step.
2. Click Go to screening plan on the action bar.
3. Select the Screening Plan tab.
4. In the Steps grid, click Add on the action bar. The Add step screen appears.
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5. Enter information about the screening plan step in the fields. For more information about the items on
this screen, see Add Step Screen on page 33.
6. Click Save.

Add Step Screen
The table below explains the items on this screen.
Screen Item
Action
Status
Due date
Completed on
Comments

Description
Select the action the volunteer must complete. Your system administrator
defines the selections available in this field.
Select the volunteer’s status for this step at the time you create the step. You
can select “Pending”, “Complete”, or “Failed”.
Enter or select the date by which the volunteer must complete the screening
plan step, click the arrow.
After the volunteer completes the screening plan step, enter or select the
completion date.
Enter any additional comments or information about the screening plan step
for this volunteer.

Edit Screening Plan Steps
On a volunteer’s screening plan page, you can easily edit an individual screening plan step for a selected
volunteer. If your organization manages screening plans on a case by case basis, you can edit individual
screening plan steps as needed. For example, if you need to change the due date for a single step, you can use
the Edit step screen to make the change.
} Edit a screening plan step
1. From a volunteer’s General tab, select the volunteer type with the screening plan to which you want to
add a step.
2. Click Go to screening plan on the action bar.
3. Select the Screening Plan tab.
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4. In the Steps grid, select the appropriate step and click Edit on the action bar. The Edit step screen
appears.

5. Edit the information in the fields. The items on this screen are the same as those on the Add step screen.
For more information about the items on this screen, see Add Step Screen on page 33.
6. Click Save.

Mark All Complete
If a volunteer has completed all the steps of his screening plan, and you have not yet marked them complete,
you can mark all steps complete at once instead of marking them one at a time.
} Mark all screening plan steps complete
1. From a volunteer’s General tab, select the volunteer type with the screening plan to which you want to
add a step.
2. Click Go to screening plan on the action bar.
3. Select the Screening Plan tab.
4. Click Mark all complete on the action bar. The Mark complete screen appears.

5. In the Completed on field, enter or select the date you mark the steps completed.
6. Click Save. You return to the screening plan page. The status for each step is updated to indicate its
completion.
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Volunteer Schedule
The volunteer schedule is a calendar that displays all job occurrences assigned to the selected volunteer. You can
view the calendar by day, week, or month. You can use the Match task to view all available occurrences of any
job the volunteer is qualified to work. You can use the Assign task to assign the volunteer to a job occurrence.

• View schedule - To view a schedule report for the selected volunteer, click View schedule under Tasks on the
explorer bar. For more information about the Volunteer Schedule Report, see Volunteer Schedule Report on
page 57.
• Today - To select today’s date on the calendar, click Today.
• Day - With the calendar, you can view a detailed calendar for a specific day. The day view includes detailed
information about any job occurrences to which the selected volunteer is assigned. The day view is broken
down by hours. To view the calendar for a specific day, select the day and click Day at the top of the screen.
The day view appears.
• Week - With the calendar, you can view a detailed calendar for a specific week. The week view includes detailed
information about any job occurrences to which the volunteer is assigned for that week. The week view is
broken down by days. To view the calendar for a specific week, select a day in that week and click Week at the
top of the screen. The week view appears.
• Month - With the calendar, you can view a detailed calendar for a specific month. The month view includes
information about any job occurrences to which the volunteer is assigned for the entire month. The month
view is broken down by weeks. To view the calendar for a specific month, select a day in that month and click
Month at the top of the screen. The month view appears.
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• Match - On the volunteer schedule page, click Match to view a list of all jobs for which the selected volunteer is
eligible to complete on the selected day or days.
• Assign - On the volunteer schedule page, click Assign to assign the selected volunteer to one or multiple job
occurrences on the selected day or days.
• Match Details - To open the Match Details screen, click this button. On the Match Details screen, you can view
information about the traits assigned to the job, the volunteer’s traits, whether the traits are verified, and any
skill levels or additional information about the traits.
• Go to Job - To view information about a job for which the volunteer is qualified, select the job in the grid and
click the go to job button.
• Refresh - To make sure you have the latest information, click Refresh.

Match Process
When you click Match on the volunteer schedule or job schedule, the program compares the traits of a
volunteer with the traits a job requires. The program also checks volunteer availability, including location
availability.
The program uses several guidelines to match volunteers and jobs.
• Volunteer type - If a volunteer type is assigned to the job, the volunteer must have the same volunteer type,
and it must be active. If there is no volunteer type assigned to the job, all volunteers meet the volunteer type
requirement to match.
• Availability - To match, a volunteer must be available on the date and time of the job occurrence. All availability
on the volunteer’s record is checked. If no availability is defined for the volunteer, the program assumes the
volunteer is always available. If the volunteer is already scheduled to work during the selected time, he or she
will not display as a match for the selected job.
• Location - The volunteer must be available at the location assigned to the job. If no location is assigned to a
job, the program assumes any volunteer can complete the job. If no location is assigned to a volunteer, the
program assumes the volunteer is available to work at any location.
• Special needs traits - If one of the volunteer’s traits is a special need, that volunteer is matched only with jobs
that accommodate that special need. If no special needs traits are defined for a job, the program assumes that
job cannot accommodate volunteers with special needs.
• Traits - Once volunteers are matched with jobs according to volunteer type, availability, location, and special
needs traits, the remaining traits are used to create a percentage match. For traits to be considered in the
matching process, they must be verified on the volunteer’s record. If a trait is expired on the volunteer’s
record, the volunteer is excluded during the match process. If a trait is required for the job, only constituents
with the trait are matched.
When the match process is complete, a list of all eligible volunteers or jobs appears. Match results are based on a
percentage. The match percentage is the number of matched traits divided by the number of traits on the job,
rounded up to the nearest whole number.

Match and Assign Volunteers to Job Occurrences
You can use volunteer types and traits to assign skilled volunteers to available job occurrences. You can access a
schedule on which to assign volunteers from a volunteer page, a job page, or the Job Openings page.
} Match and assign a volunteer to a job occurrence
1. Access the volunteer for which to assign a job.
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2. Click Schedule under Tasks on the explorer bar. The volunteer schedule page appears.
Note: You can also access a schedule page from a job or the Job Openings page.

3. On the calendar, select the day or days on which to assign the volunteer to a job occurrence. To select
multiple days, press the CTRL key while you select different days on the calendar.
4. To locate jobs for which the volunteer is eligible on the selected day or days, click Match. The names of all
jobs for which the volunteer is eligible appear in a grid. The grid also displays the percentage at which the
volunteer matches each job.
5. To view details about the volunteer and job in order to verify they are a correct match, select a job in the
grid and click the match details button. The Match details screen appears.
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6. When you finish viewing the match details, click Close. You return to the volunteer schedule.
7. To view detailed job information, select a job in the grid and click the go to job button.
8. To assign a job, select the job in the grid and click Assign. The program assigns the job to the volunteer
and the number of openings for that job update.

Manually Assign Volunteers to Job Occurrences
You can quickly assign a specific volunteer to a specific job occurrence as needed. You can use the Day view
screen to assign a volunteer to a job occurrence manually, without completing the volunteer match process.
} Manually assign a volunteer to a job occurrence
1. Access the volunteer to assign to a job occurrence manually.
2. Click Schedule under Tasks on the explorer bar. The volunteer schedule appears.
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3. On the calendar, double-click the day for which to assign the volunteer to a job occurrence. The Day view
screen appears.
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4. Above the grid, click the add button. The Job Occurrence Search screen appears so you can select the job
occurrence to assign to the volunteer.
5. On the Job Occurrence Search screen, select a job occurrence and click Select. You return to the Day view
screen, where the job occurrence appears in the Assignments grid.
6. To save the assignment and exit the Day view screen, click Close. The assignment appears on the
calendar.

Delete Volunteer Assignments
Once you assign a job occurrence to a volunteer, you can delete the assignment if needed. On the volunteer
schedule page, you can select the job assignment to delete.
} Delete a volunteer assignment
1. Access the volunteer for which to delete an assignment.
2. Click Schedule under Tasks on the explorer bar. The volunteer schedule appears.

3. On the calendar day, double-click the assignment. The Day view screen appears.
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4. In the grid, select the assignment to delete and click the delete button. The assignment is deleted.
5. Click Close. You return to the volunteer schedule. The volunteer is no longer assigned to that job.

Add Jobs
A job is a task, or miscellaneous piece of work, assigned to a volunteer of your organization. You can use the Add
a job task to add jobs to your database. When you add a new job to your database, you enter a name and
description for the job. You can select a volunteer type and enter an estimated hourly value to associate with the
job.
} Add a job
1. From Volunteers, click Add a job. The Add a job screen appears. For information about the items on this
screen, see Add a Job Screen on page 42.
2. Enter a unique name to help identify the job.
3. In the Volunteer type field, select the type of volunteer required to perform the job. To allow any
volunteer to fulfill the job, leave this field blank.
4. In the Estimated value field, enter the estimated hourly value of the job, such as the hourly wage an
employee would receive to perform the job.
5. To restrict use of the job to a specific site at your organization, in the Site field, select the site to use the
job.
6. In the Description field, enter a description or an explanation of the job and the work required to fulfill it.
7. Click Save. The record of the job appears. For information about this record, see Job Page on page 42.
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Add a Job Screen
The table below explains the items on the Add a job screen. For information about how to access this screen,
seeAdd Jobs on page 41.
Screen Item

Description

Name

Enter a unique name to help identify the job.
Select the type of volunteer required to perform this job.
To enable any volunteer, regardless of volunteer type, to fulfill this job, leave
this field blank.
Enter the estimated hourly value of the job, such as the hourly wage an
employee would receive to perform the job.
The program uses this value to calculate the estimated value of the work the
volunteer fulfills, per the time sheets for the volunteer. On the volunteer
record, the General tab displays an estimated value of the volunteer over the
lifetime with your organization and for the current year.
Select a site for which this job applies. The job will be available only to the site
selected.
Enter a detailed description to identify the job throughout the program.

Volunteer type

Estimated value

Site
Description

Search for Jobs
In the Search Criteria frame, enter the criteria on which to base your job search. The more information you
enter, the narrower your search will be. For example, if you know the job is for a specific event, you can select
that event so the search includes jobs for only that event.

To include inactive jobs in the search, mark Include inactive. To start the search, click Find. All records that
satisfy your criteria appear in the search grid. Select the record you want, and click Select.

Job Page
The job page displays several tabs that contain information about occurrences, traits, and notes for the selected
job. You can add, edit, and delete information from these tabs. The actions you can complete on the Traits tab
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and Documentation tab are identical to the actions on the Traits tab and Documentation tab of the volunteer
page. However, when you add traits or documentation for a job, the traits and notes themselves are unique to
the selected job.
For information about how to use the Traits tab, see Traits Tab on page 16.

• Mark inactive - When your organization no longer needs a specific volunteer job, you can mark that job
inactive. To mark the job inactive, click Mark inactive. You can always mark the job active again if needed.
• Mark active - If you mark a job inactive and need to reactivate that job, click Mark active.
• Refresh - To make sure you have the latest information, click the refresh button.

Edit Jobs
Once you add jobs, you edit details for a job. For example, if you need to add details to the job description, you
can enter additional information in the Description field.
} Edit a job
1. Access the job to edit.
2. Click Edit Job under Tasks on the explorer bar. The Edit job screen appears. The items on this screen are
the same as those on the Add job screen. For more information about the items on this screen, see Add
a Job Screen on page 42.
3. Edit the information as necessary.
4. To save your changes, click Save.

Delete Jobs
Although you can simply mark a job inactive and save the job record for further use, you can also delete a job.
When you delete a job, the program no longer recognizes that job as valid.
Warning: You cannot delete a job or job occurrence when a volunteer has been assigned to the job, or when
there are associated time sheets.
} Delete a job
1. Access the job to delete.
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2. Click Delete Job under Tasks on the explorer bar. A message appears confirming you want to delete the
job.
3. To delete the job, click Yes.

Occurrences
The Occurrences tab contains information about the individual occurrences of a job. Job occurrences are the
specific times and places a certain job needs to be completed. Some jobs may occur only one time, while others
may recur over an extended period of time.

Under Occurrences, the occurrences added for the job appear. For each occurrence, you can view information
such as the number of volunteers needed for the job, the start and end times for the job, and whether the
occurrence is active. To view additional information about a job occurrence, select the occurrence in the grid and
click Show Details on the action bar. The Details window appears and displays information such as job
department, location, upcoming schedule, and any comments entered.
To help find a specific job, you can filter the occurrences that appear in the grid. On the action bar, click Filter,
select the criteria of the occurrence to view and click Apply. You can select to view occurrences by frequency type
such as one-time, ongoing, or recurring; location; or job department. You can also select whether to display only
active job occurrences. To remove the selected filters and display all occurrences, click Reset on the action bar.
You can access the job occurrence schedule to view all volunteers assigned to an occurrence. From the schedule,
you can match and assign the job occurrence to volunteers. To access the schedule for a job occurrence, select
the occurrence in the grid and click Schedule on the action bar. For information about the job occurrence
schedule, see Job Occurrence Schedule on page 49.
You can generate a Job Schedule report for a job occurrence. This report displays all dates and volunteers
associated with an occurrence. To access the Job Schedule report for a job occurrence, select the occurrence in
the grid and click View schedule on the action bar. For information about the Job Schedule report, see Job
Schedule Report (for a single job) on page 58.
From the grid, you can manage the occurrences of the job as necessary.

Add Job Occurrences
Job occurrences refer to the exact dates volunteers are needed to complete jobs. Some jobs may occur only
once, while others may recur over an extended period of time.
From the Occurrences tab of a job page, you can add multiple occurrences for a job and enter details about each
occurrence. You can also use occurrences to manage jobs that occur at multiple locations.
From the Job Occurrences tab of an event record, you can also add multiple job occurrences for an event and
enter details about each occurrence. When you add a job occurrence from an event record, you must select the
job to which the occurrence applies.
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} Add a job occurrence
1. Access the job for which to add an occurrence. For information about how to open a job record, see
Search for Jobs on page 42.
2. Select the Occurrences tab.
3. Under Occurrences, click Add on the action bar. The Add an occurrence screen appears. For information
about the items on this screen, see Add an Occurrence Screen on page 46.

4. In the Occurrence name field, enter a unique name to help identify the job occurrence.
5. In the Estimated value field, enter the estimated hourly value of the occurrence, such as the hourly wage
an employee would receive to perform the job.
6. In the Volunteers needed field, enter the total number of volunteers the occurrence requires.
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7. In the Comment field, enter any additional comments about the occurrence.
8. Under When, select the frequency for the occurrence and enter the schedule for the occurrence.
• For a job that occurs only once, in the Type field, select One time, and enter the start and end dates
and times of the occurrence.
• For a job that occurs multiple times over a set period of time, in the Type field, select Recurring, and
enter the start and end dates and time of the occurrence. In the Day of week field, select how
frequently the job occurs each week during the time period.
• For a job that recurs but has no fixed start or end date, select Ongoing, and enter the start and end
times of the occurrence. In the Day of week field, select how frequently the job occurs each week.
9. Under Where, select the department at your organization that requires the occurrence and the location
where the occurrence takes place.
10. If the occurrence supports an event at your organization, search for and select the event to associate
with the occurrence.
11. Click Save. You return to the Occurrences tab.

Add an Occurrence Screen
The table below explains the items on the Add an occurrence screen. For information about how to access this
screen, see Add Job Occurrences on page 44.
Screen Item
Job
Occurrence name

Estimated value

Volunteers needed
Comment

Type

Start date and End
date
Start time and End
time
Day of week
Department

Description
When you add or edit the job occurrence from an event record, this field
appears. Search for and select the job to which the occurrence applies.
Enter a name for the occurrence. Be sure to enter a unique name to distinguish
this occurrence from others in your database.
Enter the estimated hourly value of the occurrence, such as the hourly wage
an employee would receive to perform the job. By default, the estimated value
entered for the job appears.
The program uses this value to calculate the estimated value of the work the
volunteer fulfills, per the time sheets for the volunteer. On the volunteer
record, the General tab displays an estimated value of the volunteer over the
lifetime with your organization and for the current year.
Enter the total number of volunteers needed to fill this occurrence of the job.
Enter any additional information about a job occurrence.
Select the frequency at which the job occurs.
If this job occurrence is necessary only once, select One time. If this job
occurrence must be completed multiple times, select Recurring. If the job
occurrence recurs but has no fixed start or end date and times, select Ongoing.
When you add a job occurrence for an event, you cannot select an Ongoing
frequency.
For a one time or recurring occurrence, these fields appears. Enter the dates
volunteers begin and complete the job. For a recurring occurrence, enter only
the month and day.
Enter the times at which volunteers begin and complete the job.
For a recurring occurrence or an ongoing occurrence, select how frequently the
job occurs each week, such as Every day, Wednesday, or Weekends.
Select the department at your organization that requires the occurrence. Your
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Description
system administration configures the selections available in this drop-down.
Select the location where the occurrence takes place. Your system
administration configures the selections available.
When you add or edit the job occurrence from a job record, this field appears
and is enabled when you select a frequency type of One time or Recurring. If
the occurrence supports an event at your organization, search for and select
the event to which the occurrence applies.
On the record of the event, the occurrence appears on the Job Occurrences
tab.
If your organization uses site security, to restrict the occurrence to a specific
site, select the site to access the occurrence.

Edit a Job Occurrence
When you add an occurrence for a specific job, you can edit details for that job occurrence as needed. For
example, if you need to change the start time of a recurring job occurrence, you can easily make changes. On the
Occurrences tab, you can select an occurrence to edit.
} Edit a job occurrence
1. Access the job for which to edit an occurrence. For information about how to open a job record, see
Search for Jobs on page 42.
2. Select the Occurrences tab.
3. Under Occurrences, select the occurrence to edit.
4. On the action bar, click Edit. The Edit occurrence screen appears. The items on this screen are the same
as those on the Add occurrence screen. For information about the items on this screen, see Add an
Occurrence Screen on page 46.
5. Edit the information as necessary.
6. Click Save. You return to the Occurrences tab.

Delete a Job Occurrence
Warning: You cannot delete a job or an occurrence that has an assigned volunteer or an associated time sheet.
To retain an occurrence but prevent its future use, you can mark it as inactive. For information about how to
mark an occurrence as inactive, see Mark a Job Occurrence as Inactive on page 47.
} Delete a job occurrence
1. Access the job from which to delete an occurrence. For information about how to open a job record, see
Search for Jobs on page 42.
2. On the Occurrences tab, select the occurrence and click Delete. A confirmation message appears.
3. Click Yes. You return to the Occurrences tab.

Mark a Job Occurrence as Inactive
When your organization no longer requires an occurrence of a job, you can mark that occurrence as inactive.
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} Mark a job occurrence inactive
1. Access the job for which to mark an occurrence as inactive. For information about how to open a job
record, see Search for Jobs on page 42.
2. On the Occurrences tab, select the job occurrence and click Mark inactive. A confirmation message
appears.
3. Click Yes. You return to the Occurrences tab.

Mark a Job Occurrence as Active
If you mark a job occurrence as inactive and later need to use the occurrence, you can mark it as active.
} Mark a job occurrence active
1. Access the job for which to mark an occurrence as active. For information about how to open a job
record, see Search for Jobs on page 42.
2. On the Occurrences tab, select the job occurrence and click Mark active. A confirmation message
appears.
3. Click Yes. You return to the Occurrences tab.

Job Openings Page
The Job Openings page contains a list of all current jobs that do not yet have volunteers assigned. The Job
Openings page contains the names of jobs and occurrences, the first date a volunteer is needed for each
occurrence, start and end times for the occurrences, and the number of openings. From this page, you can view
specific jobs, or view a calendar on which to assign volunteers to the open jobs.
To filter by a specific job, next to the Job field, click the binoculars to open the Search screen. To filter by a time
period, select a duration of time in the For field. After you select a job and time period with which to filter, click
Apply.

• Schedule - To open the job occurrence schedule, click Schedule. On the Schedule screen, you can view current
volunteer assignments. You can assign the job occurrence to volunteers with the necessary traits, skills, or
qualifications.
• Go to Job - To access a specific job and view information about that job, including its occurrences, traits, and
any notes, select the job to view and click Go to job.
• Refresh - To make sure you have the latest information, click the refresh button.

V O LU N T E E RS

A N D J O BS

49

Job Occurrence Schedule
The job occurrence schedule is a calendar that displays all volunteers assigned to a selected job occurrence. You
can view the calendar by day, week, or month. You can use the Match task to view all volunteers qualified to
work the selected job occurrence. You can use the Assign task to assign the job occurrence to a volunteer.
To go to the Job Openings page and view all available job occurrences, from Volunteers, click Job openings. To
access the job occurrence calendar view, select a job with openings and then click Schedule on the action bar.

• Today - To select today’s date on the calendar, click Today.
• Day - With the calendar, you can view a detailed calendar for a specific day. The day view includes detailed
information about the selected job occurrence and any assigned volunteers. The day view is broken down by
hours. To view the calendar for a specific day, select the day and click Day at the top of the screen. The day
view appears.
• Week - With the calendar, you can view a detailed calendar for a specific week. The week view includes detailed
information about the selected job occurrence and assigned volunteers for that week. The week view is broken
down by days. To view the calendar for a specific week, select a day in that week and click Week at the top of
the screen. The week view appears.
• Month - With the calendar, you can view a detailed calendar for a specific month. The month view includes
information about the selected job occurrence and assigned volunteers for the entire month. The month view
is broken down by weeks. To view the calendar for a specific month, select a day in that month and click
Month at the top of the screen. The month view appears.
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• Match - On the job occurrence schedule page, click Match to view a list of all volunteers eligible to complete
the selected job occurrence for the selected day or days. For more information about the match process, see
Match Process on page 36.
• Assign - On the job occurrence schedule page, click Assign to assign the selected volunteer to the job
occurrence.
• Match Details - To open the Match Details screen, click this button. On the Match Details screen, you can view
information about the traits assigned to the job, the volunteer’s traits, whether the traits are verified, and any
skill levels or additional information about the traits.
• Go to Volunteer - To view information about a volunteer qualified for the job occurrence, select the volunteer
in the grid and click Go to Volunteer.
• Refresh - To make sure you have the latest information, click the refresh button.
Match and Assign Job Occurrences to Volunteers on page 50

Match and Assign Job Occurrences to Volunteers
You can use volunteer types and traits to assign skilled volunteers to available job occurrences. You can access a
schedule on which to assign volunteers from a volunteer page, a job page, or the Job Openings page.
} Match and assign a job occurrence to a volunteer
1. Access the job for which to assign a volunteer.
Note: You can also access a schedule from a volunteer page or from the Job Openings page.
2. Select the Occurrences tab.
3. In the grid, select the job occurrence for which to assign a volunteer and click Schedule. The job schedule
appears.
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Note: To view the names of volunteers already assigned to a specific job, hover over a calendar day.
4. On the calendar, select the day or days of the occurrences to which to assign volunteers. To select
multiple days, press the CTRL key while you select different days on the calendar.
5. To locate eligible volunteers, on the left of the calendar, click Match. The names of all eligible volunteers
for the selected day or days appear in a grid. The grid also displays the percentage at which each
volunteer matches the job.

6. To view job and volunteer details to verify they are a correct match, select a volunteer in the grid and
click the match details button. The Match details screen appears.
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7. When you finish viewing match details, click OK. You return to the job schedule.
8. To view detailed volunteer information, select a volunteer in the grid and click Go to volunteer.
9. To assign a volunteer, select the appropriate volunteer in the grid and click Assign. The program assigns
the volunteer to the job and the number of openings for that job update.

Manually Assign Job Occurrences to Volunteers
You can quickly assign a specific job occurrence to a specific volunteer as needed. You can use the Appointment
screen to assign a job occurrence to a volunteer manually, without completing the match process.
} Manually assign a job occurrence to a volunteer
1. Access the job for which to assign a volunteer manually to an occurrence.
2. Select the Occurrences tab.
3. In the grid, select the job occurrence for which to assign a volunteer and click Schedule. The job
occurrence schedule appears.
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Appointment screen appears.
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5. Click the add button. The Volunteer Search screen appears so you can select the volunteer to assign to
the job occurrence.
6. On the Volunteer Search screen, select a volunteer and click Select. You return to the Appointment
screen, where the volunteer appears in the Assigned volunteers grid.
7. To save the assignment and exit the Appointment screen, click Close. The assignment appears on the
calendar.

Delete Job Assignments
If there is an error in data entry or the volunteer cannot complete the job after it is assigned, you can easily
delete the job assignment.
} Delete a job assignment
1. Access the job for which to delete an assignment.
2. Click Schedule on the action bar. The job schedule appears.
3. On the calendar day, double-click the assignment. The Appointment screen appears.
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4. In the grid, select the assignment to delete and click the delete button. The assignment is deleted.
5. To exit the Appointment screen, click Close. You return to the job schedule.
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Volunteer Reports
Volunteer Schedule Report
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Job Schedule Report (for all jobs)
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Job Schedule Report (for a single job)
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Daily Schedule Report
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Volunteer Performance Summary Report
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With volunteer reports, you can track information for a specific volunteer or job. These reports help you
maximize the efficiency of your volunteer program by matching assignment needs with volunteers who have the
right skills, availability, and experience. With volunteer reports, you can generate and print schedules for all jobs,
a specific job, or a specific volunteer. You can generate and print daily schedules and export to a variety of file
types. With volunteer reports and schedules, you can maintain a well-organized volunteer program.

Volunteer Schedule Report
The Volunteer Schedule Report displays a schedule for a specific volunteer. You select the date range for which to
generate a schedule. The schedule includes the date and time of each volunteer assignment and includes the
occurrence and location for each job.

} Generate a volunteer schedule report
1. Access the volunteer for which to generate a schedule report.
2. Click View schedule under Tasks on the explorer bar. The Volunteer Schedule Report appears.
3. You can select a date range by which to filter the results.
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4. Click Refresh to update the report based on the filters.

Job Schedule Report (for all jobs)
The Job Schedule Report for all jobs displays all occurrences of all jobs in the date range and department you
select. The report includes the name, date, and time of the job. It also includes the job occurrence, department,
and location.

} Generate a job schedule report for all jobs
1. From Volunteers, click Job schedules under Reports on the explorer bar. The Job Schedule Report
appears.
2. You can select a date range by which to filter the results. You can also filter this report based on a job or
department.
3. Click Refresh to update the report based on the filters.

Job Schedule Report (for a single job)
The Job Schedule Report for a single job displays all dates and assigned volunteers for the selected job. You can
indicate a specific date range for which to generate a report. For jobs with multiple occurrences, you can
generate a report for each occurrence.
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} Generate a job schedule report for a single job
1. Access the job for which to generate a schedule report.
2. From the Occurrences tab, click View schedule. The Job Schedule Report appears.
3. You can select a date range by which to filter the results.
4. Click Refresh to update the report based on the filters.

Daily Schedule Report
The Daily Schedule Report displays all assignments for the selected day. It includes the name of each volunteer
and the job assigned to each volunteer. It also includes the start time, end time, and department for the
assignment.
Note: If a job is scheduled for the selected day, but no volunteer is assigned to the job, the report will not
generate. The Daily Schedule Report displays assignments only.

} Generate a daily schedule report
1. From Volunteers, click Daily schedules under Reports on the explorer bar. The Daily Schedule Report
appears.
2. You can select a date range by which to filter the results. You can also filter this report based on
department.
3. Click Refresh to update the report based on the filters.
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Volunteer Performance Summary Report
The Volunteer Performance Summary report displays information about a volunteer’s activity with your
organization for a selected time period and over the volunteer’s lifetime with your organization. To access this
report from Volunteers, click Volunteer performance summary under Reports.

To run the report, select the volunteers and date range to include in the report and click View Report. You can
include all volunteers, a volunteer selection created in Query, or a specific volunteer. If you select Selected
volunteers or Specific volunteer, search for and select the volunteer or selection of volunteers to include.
The report displays the hours worked by each volunteer for the selected date range and over the lifetime with
your organization. For each time period, you can also view the estimated value of the volunteer, based on the
jobs the volunteer performed and the hours worked. The program automatically calculates these values based
on the timesheets entered for the volunteer and the estimated values of the jobs.
You can print the report or export it in several different formats.
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