Managing
Volunteers

The Volunteer workspace is used to manage the volunteers who
enter your building and the volunteer application process. This
section includes the following topics:

Volunteer Dashboard

Volunteer Workspace/View and Modify Volunteer Details
View Application History/HourslLogged

View Sign-In/Out History

Create Volunteer Portal User Account/Create Volunteer
Email All Volunteers/Email Volunteer—Detail Workspace
Show/Hide Functions

Deactivate/Activate All Volunteers

Reset All Hours

Import Approved Volunteers/Import Volunteer Applications
Currently Signed In Volunteers

Delayed Sign In/Sign Out

Batch Printing

Approval Queue

Volunteer Reports

Volunteer Events

YV YV VVVVY Y VYYVYVYYVYVYY

ccccccccccc



Volunteer Dashboard

The Volunteer Dashboard displays on the home screen upon user sign in. It provides a graphical view of

up-to-date information on volunteer activity. Users with the Can Run Volunteer Reports permission can
view the VolunteerDashboard.

= Active Volunteers—Displays the number of volunteers currently signed in, total hours for the
week, and total hours for the month.

Volunteer Applications — Displays the number of new or renewed volunteer applications that have
been submitted forthe current week, the number of applications pending approval, and the
number of applications that have been approved for the current week.

unteer Applications
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Currently Total Hours For Total Hours For New / Renewing Pending Approved This
Signed In The Week The Month This Week Approval Week




Volunteers Workspace

You canmanage volunteersusingthe Volunteersworkspace. SelectModules >Volunteersinthe
navigationmenuandthenclickthetabintheVolunteersworkspace forthe tasks youwantto perform.
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El Modules D

etails  First Name = LlastName =  Status =  Expiration Date = LastVisited =  options
| Diana Bradbery Active 09/27/2018

I Diana Bradbery Active 01/29/2019 02/05/2018

» Pam Dalton Active 03/12/2019

> Pam Dalton Active 03/16/2019

> Diana Dare Active 03/06/2019

> David Dare Active 03/07/2019 o
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Administrators with the Can Manage Volunteers permission can use the All Volunteers tab to:
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Filter to view Active, Inactive or All volunteers

View, edit anddelete volunteers

Create an application for a volunteer

Email all volunteers

Deactivate and activate all volunteers

Reset volunteer hours

Import approved volunteers and applications (Can Import Volunteers permission)



View and Modify Volunteer Detalls

Filter Volunteers
You can filter which volunteers display on the All Volunteers workspace.
1. From the navigation menu, select Modules > Volunteers.

2. IntheFilterdrop-downlistonthe All Volunteers workspace, select Active Volunteers, Inactive
Volunteers or All Volunteers to specify which volunteers display in the workspace.

View or Modify VolunteerDetails
Perform the following steps to view or modify the details about a specific volunteer.

1. From the navigation menu, select Volunteers
Modules > Volunteers.
2. On the All Volunteers workspace, click > Volunteer Detail [ vt |

the hiicon nexttothe volunteer’s name
to expand the Volunteer Detail workspa

Note: Theiiconinthe Optionscolumn
indicates the record can only be modified
atthe clientlevel (All Buildings). I et

3. Ifyou wantto modify the volunteer record, click Edit (asterisk * indicates a required field).
4. Click Save to update the record.
Delete Volunteer

OntheAllVolunteersworkspace, clickthem iconinthe Options columnandthenclickOKto confirm
the deletion.




View Application History/Hours Logged

Application History

Atthe clientlevel (All Buildings), the Application History grid on the Volunteer Detail workspace
displays alogofallapplications submitted by the volunteer. By default, the submission date,
application status, approval date, and who approved the application displays.

To view the details for a specific  #picationsistory
application, clickthe hiconinthe = s s
Details column. > oo

Hours Logged

The Hours Logged grid on the Volunteer Detail workspace displays each function the volunteer has
signedinfor,the sign-in date andtime, the sign-outdate and time, and the total hours volunteered. It
alsoincludes the sign-in events and hours logged by the volunteer in the Volunteer Portal.

Administrators with the Can Manage Volunteers permission can edit the function, sign-in or sign-out
date/time or delete an entry. Any of these actions will not alter the Sign In/Sign Out History.

Note: A sign-out date/time must be present to edit an entry.
Click Reset Hours to clear the tracked hours and reset the count to zero.

Notes: —

'] Youcanalsoresetvolunteerhours — = | smh =l S | mmlian = f}
at the building or district level. —— =

D Resettlng a Volunteerls hOUI’S at SchoolEvent_ 08/15/16 1:54 PM 08/15/16 6:00 PM 04:05 /s 0
any level will reset the hours ; o iemsperpage -
across all buildings for that volunteer
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View Sign-In/Out History

The Sign-In/Out History grid on the Volunteer Detail workspace displays alog of signinand sign out
events for the selected volunteer.

By default, the Date/Time, Event Type, Building Name and Destination columns display. Fromthe
column menu, you can also choose to display the Event Method column.

Sign-In/Out History

Date Time ! = Event Type = Event Method o Building Name = Function =
05/09/16 4:32 PM Signin Operator Assisted Raptor High School School Event
04/27/16 12:12 PM Sign Out Operator Assisted Raptor High School School Event

04/27/16 11:06 AM Signin Operator Assisted Raptor High School School Event
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Email AllVolunteers

Volunteer Coordinators can send an email to all or a portion of the volunteers from the All Volunteers
workspace.

1. From the navigation menu, select Modules > Volunteers.

2. Onthe All Volunteers workspace, filter to display the volunteers you wantto email. For example,
select All Buildings and Active Volunteers.

3. Click Action > Email All.

A dialog box displays confirming the
volunteers based on the selected filters. From: Davin@raptoréicon

4. Click Proceed on the confirmation dialog or Subject:
click Filter List Furthertoreturn to somple £
the All Volunteers grid to change your s
filtered list.

5. Enterthe email Subject and Message, and then
click Send.

Email Volunteers




Show/Hide Functions

Volunteer Coordinators canfilterthe All Volunteers data grid to showthose volunteerswho are
approvedforafunction. Thisfilteredlistcanthenbe usedtoemailthose volunteersforeventsthat
require those functions.

1. From the navigation menu, select Modules > Volunteers.

2. OntheAllVolunteersworkspace, click Action and select Show/Hide Functionstodisplay the
Functions columnalongwith each function thatthe volunteers have been approvedto
participate.

3. Click the column Filter option to show only those volunteers who have the specific function
associated with their profile.

The volunteers that meet this filtered function criteria display in the All Volunteers grid. You can
now email these volunteers for a specific event that requires this function.



Email Volunteer—Detail Workspace

Volunteer Coordinators can send an email to a specific volunteer from the Volunteer Detail workspace.
1. From the navigation menu, select Modules > Volunteers.

2.  Onthe All Volunteers workspace, click the h icon next to the volunteer’'s name to expand the
Volunteer Detail.

i 1 Email Volunt
3. Click Send Email. mail Volunteer
4. Enterthe email Subject and Message, From: ddare@comeast.com
and then click Send. To: d.dare@comcast.net

Subject:

Note: The To field (email recipient) will not be
populated if the Emailfield in the Volunteer Profile
does not contain a value.

Sample Email
Message:

This is 2 sample email to the specified volunteer.




Currently SignedInVolunteers

Use the Currently Signed In tab to view all volunteers who are currently signed in. You can also perform
the following tasks from this tab.

View Sign-In Information Volunteers

Vi eW th e VOI u ntee rs Wh O a re All Velunteers Currently Signed In Delayed Entry Batch Printing Approval Queue Reports Events
currentlysignedin,thesignindate

and time, and their function. Currently Signed In [l el S 0

You can hover the cursor over

the photo in the data grid to view

an enlarged photo.

Sign Out Photo First Name
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Signed In

School Event 12/11/16 4:25 PM

School Event 12/11/164:26 PM

Print or Reprint Badge

Ifavolunteerhaslosttheirbadge orchangedtheirdestination, orthe printerhasmalfunctioned, you
can reprint their badge. In the Options column, click the = icon to print or reprint the badge.

Sign Out Volunteers
You can sign out a single volunteer or multiple volunteers:
1 Tosign out a single volunteer, click Sign Out next to their name.

1 Tosign out multiple volunteers, select the Enable Multi-Sign-Out check box in the upper right
corner,selectthe checkboxnexttoallthe volunteerstobe signed out,andthen clickSign Out.

To return to single sign-out mode, clear the Enable Multi-Sign-Out check box.



Delayed Signinand SignOut

If you are unable to sign in or sign out volunteers due to equipmentissues or internet connection issues,
you can usethe Delayed Entry feature tomanually enterthe sign-inand sign-outdateand time. This
feature allows userswiththe Can SigninVolunteerspermissiontorecordthe actual sign-inorsign-out
times butthe entry is delayed until the systemis available. This feature is not visible at the All Building

level.
1.

Volunteers

Selectthe school fromthe Building Selector
(you must select a specific building).

Fromthe navigationmenu, select

Delayed Entry

Modules > Volunteers and click the e [ red |

Delayed Entrytab. Search Results

Enter the First Name or Last Name e — — —

and click. 1 . Y ... I ... .. S b SP——

Select the person from the search results and complete the following information:
= Sign-In Date/Time* — Select the date and time that the person actually signed in.
» Sign-Out Date/Time — Select the date and time that the person actually signed out.
Note: The Sign-In Date and Sign-Out Date must be the same date.
» Function®*—From the drop-down list, select the reason the volunteer is signing in.

= Organization—Selectthe organizationassociatedwith
the volunteer.

Click Submit. ADelayed Entry Successful message displays inthe lower right corner ofthe screen.




BatchPrinting

The Batch Printingfeature enables userstorunabatchof volunteersthroughthe sexoffenderand
custom alert checks, and then print their badges in advance of a school event where many people are
expected to sign in for the same event at the same time.

Usingthisfeature speedsupthesigninprocessforaneventandhelpspreventalonglineofpeopleat
the Front Desk. When the volunteers arrive, you simplylook attheir ID and hand them their badge.

While running the batch, if one or more volunteers are flagged with an offender or custom alert, the
usercanviewthealertsanddecideifthe personisamatch. Iftheyareamatch,nobadgeiscreatedand
they will not be signed in at the time designated in the Batch Detail.

Add Batch PrintJob

1. Select the school from the Building
Selector (youmust selecta specific
building).

2. Fromthenavigationmenu,select
Modules > Volunteers and click the
Batch Printingtab.

3. Click Add Batch. You can also copy

a Completed Batch job and modify |

Volunteers

Current Batches

Details  Mame

Completed Batches

Details  Mame

| Volunteers

EEEMY | 11y e hursciion will e printed on the vokntesr's badge

p———

to create a new batch job. See Cloning Batch Prlnt .

Job:

4.  Enter the Batch Name* and optional Batch Descriptig -~
5. SelecttheSign-InDate/Time*and Sign-Out Date/Time*. TheSIgn InDateandSIgn OutDatemust

be the samedate.

6. Selectthe Function* and click Save.
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Batch Printing, cont.

8.

10.

1.

12.

In the Volunteer List area, click Add Volunteer.

. [T | Ry
| 2 Mary Black "UT24A 09/21/1963 Not Printed 08/08/2016 L |
P Susan Doyle see3518 04/11/1957 Not Printed 08/08/2016 L |
I John Doe 01/01/1981 Not Printed 08/08/2016 & 0
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Note: You can only add volunteers to the batch if they have previously signed in and have an

official record in the Raptor system.
Enter the volunteer’'s name and

Volunteers

click Find.

In the search results, click Select
next to the volunteer’'s name.

On the Volunteer Detail workspace,
click AddPerson.

Repeat Step 8 and Step 11 for
all volunteerstobe addedtothe
batch.

ting » Batch Detail » Volunteer Detail

First Name

Sam
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AllVolunteers  Currently Signedin  DelayedEntry  BatchPrinting  ApprovalQueue  Reports  Events

Middle Name Last Name
Smith

1D Type 1D Number
Dy L **3456
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Execute Batch Printing

You can execute and print the batch from either the Batch Printing workspace or the Batch Detail
workspace.

Use one of the following methods to execute and print the batch:
= Fromthe Current Batches grid on the Batch Printing workspace, click the ziconinthe

1.

5.

Options column.

= Fromthe VolunteersList grid onthe Batch Print Details workspace, click Print Batch Now.

On the Print Confirmation dialog, click Continue.

Ifa Possible Offender alert displays for any volunteer, review
the information and determine if it is a match.
See Possible Offender and Custom Alerts.

Ifthe volunteeris amatch toan offenderorcustom alert,
the badge will not be printed and the Volunteer Excluded
From Batch Print dialog displays.

Click Close tocontinue.

When all the badges have printed, the number of
printed badges printed displays on the Batch printingis
complete dialog.

Click Close to complete the procedure.

Volunteers will automatically be signed in and signed out on the
date and time specified in the Batch Print job.
Note: Abatch printis notcomplete untilboth the sign-inand sign-outtimes have elapsed. Up untilthe sign-outtime has

elapsed, the batch printis still considered active and can be modified. Once the sign-outtime has elapsed, the batch printis
considered complete and will be moved to the Completed Batches grid.

Print Confirmation

School Event will be the function displayed on the volunteer badges.

Volunteer Excluded From Batch Print

A badge will not be created for this volunteer. Any additional alerts for this volunteer will
be skipped.

Close

Batch printing is complete

3 out of 4 volunteer badges were printed.




Cloning Batch Print Job

The Clone Batch feature enables you to copy a Completed Batch job and modify it to create a new batch

job. Perform the following procedure to clone a batch print job:

1.
2.
3.

Select the school from the Building Selector (you must select a specific building).
From the navigation menu, select Modules > Volunteers and then click the Batch Printing tab.
Inthe Completed Batches grid, click Clone in the Options column forthe batch job you wantto copy.

Completed Batches

Details Name = Sign-In Date/Time = Sign-Out Date/Time = Volunteer Count = Status = Opt
B After School Event 08/08/16 3:15 PM 08/08/16 3:15 PM 3 Completed [ Clone |
P Bake Sale 08/08/16 2:45 PM 08/08/16 5:30 PM 3 Completed [ Clone |
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On the Batch Detail workspace, enter the Batch Name* and optional Batch Description.
Selectthe Sign-InDate/Time* and Sign-Out Date/Time*. The Sign-InDate and Sign-Out Date must be

the same date.
Select the Function* and click Save.



View Application Status

Users with the Can Approve Volunteers permission can view the status of a volunteer’s application as it goes
throughthe approval process. Thisallowsthe volunteercoordinatortoviewthe currentstate andtakethe
necessary action.

1. Fromthe navigation menu, select Modules > Volunteers and then click the Approval Queuetab.

2. IntheApprovalQueuegrid, viewthe currentstateoftheapplicationinthe Statuscolumn. The
following statuses are available: :

= Processing — The Raptor System is processing
the application and no action can be taken
until the processing is complete.

= Action Required: Review Alert(s) — This informs the Volunteer Coordinator that the applicant has
oneormore possible sexoffenderalerts; they needtoreviewthe alertstodetermine iftheyarea
match to the applicant.

= ActionRequired: Review Background Check—Thisinformsthe Volunteer Coordinatorthata
criminal record has been returned and they need to review it.

= Action Required: Application on Hold — This status is only associated with the Texas DPS; it
displays when the Volunteer Coordinator has put the application on hold until more information
can be obtained to approve the application.

= Action Required: Complete Requirement(s) — This status indicates that one or more
requirements and/or required documents need to be reviewed and marked as complete before
moving the application further through the process.

= ActionRequired: Application Approval-This status informs the VVolunteer Coordinator that the
application is ready for final approval.

= Approved: Awaiting Expiration — No action required from the Volunteer Coordinator. When the
volunteer’s currenttermexpires, thisnewapplication willbe appliedtothe volunteer’s profile.




View Application Detalls

You canaccess andviewthe details of anapplicationinthe Approval Queue grid onthe Approval Queue
workspace.

1. Fromthe navigation menu, select Modules > Volunteers and then click the Approval Queuetab.
2. Inthe Approval Queue grid, clickthe hiconin the Details column for the application.

Volunteers

EE=R
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Ifthe applicationrequires attention priortoapproval, theitemsthatneedtobe addressed are
displayed under the call to action banner.

For example, if an applicant must provide required documents for a function specified in their
application, theseitemswill belistedinthis area. Also, ifa possible offenderalerthas beentriggered,
you can review the alert here prior to approving the applicant. See Possible Offender Alert for Volunteer
Applicant.

In addition, if there are requirements associated with functions where an applicant has selected these
functions, the requirements must be satisfied and marked as complete before you can complete the

approval process.




View Application Details, cont.

w

Onthe Application Detail workspace, if documentation is required prior to approval, click Upload and
navigate to the document.

Oncethe documentis uploaded, click Review to verify that everything is accurate, and then click
Completed to indicate the requirement has been satisfied.

If you want to remove the document to replace it with another uploaded document, click Delete.
Onthe Document Completed Confirmationdialog, click Continue. Theitemisremovedfromthelist.

Afterallitems have beenaddressed, the callto action bannerdisplays the message Final application
approval isrequired.

Click Approve Application.

On the Approval Confirmation dialog, if you want to specify a custom expiration date, click the link and
select the date from the calendar.

Click Submit to approve the application|.

Approval Confirmation

You are about the approve this application which will expire on 3/27/2019.
If desired, set a custom expiration date

Custom Expiration Date

3/21/2019 =




View Application History Log

TheHistoryLoggridonthe ApplicationDetailworkspace displaysthe date/time of activityrelated tothe
volunteer application process. The History Log includes the date and time of the activity, the activity
descriptionandthe nameofthe userperformingtheactivity. Some activities thatdisplayinthisloginclude:

1 Application Submitted Online
1 Background Check Submitted

= Alerts Ready for Review — Indicates
there are possible sex offender alerts
ready tobe reviewed by a userwith

History Log
Timestamp
12/16/16 5:28 PM
12/16/16 5:28 PM

12/16/16 5:28 PM

12/16/16 5:28 PM

the Can Approve Volunteers permission.
» NoAlerts—Indicatesthere are nopossible sex offender alerts associated with the volunteerapplicant.
» Awaiting Background Check Results—Indicates the background checkis in progress andresults have not

yet beenreturned.

= Activity =  Performed By =

Application Submitted Online Auto Proces:
Background Check Submitted - WPS-1823853 Auto Process
No Alerts Auto Process

Awaiting Background Check Results Auto Process
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= Background Check Results Readyfor Review—Indicatesthe background check has beenreturned but

needs reviewed.

» Background Check Reviewed — Indicates the background check has been reviewed.
= Background Check Results—No Criminal Record—Indicates the background checkreturned no criminal

record forthe volunteer applicant.

1 Requirement <name of requirement> Complete

1 Application Approved



View Required Documents

TheRequiredDocumentsgridonthe Application Detail workspace displays the requireddocuments
forvolunteerapplicants, the uploadtimestamp, status, the userwho performedthe uploadandan
option to preview thedocument.

To preview the document, click the 6 icon in the Options column.

Required Documents

P —_

Note: After an application has been approved or denied, the uploaded documents are still accessible
from the application.

Name Upload Timestamp Status Performed By Options
Fingerprint Federal Criminal History ~ 03/12/18 11:03 AM Completed Diana DistrictAdmin B
State Criminal History 03/12/18 11:11 AM Completed Diana DistrictAdmin 5]

ECHNOLOGIES




Possible Offender Alert for Applicant

IfaPossible OffenderAlertis generated fromavolunteerapplicant, the volunteercoordinatorwillbe
prompted to review the information before approving the applicant. The Offender Check for volunteer

applications feature must be enabled by Raptor.
1. Onthe Application Detail workspace, click Review.

2. Onthe Possible Offender Alertdialog, analyze the search
results. Because there can be multiple possible matches,
it is very important that you carefully compare the
information displayed onthe screenforVolunteerand R—t
the Offenderinformation.

It is recommended that you compare the address to S i LS

Volunteers

verify a match. Not all states provide offender photos and details.

Note: Raptoralso matches onoffenderalias names. Ifthis occurs,
an Alias Match message displays belowthe offender’s photo.

3. Click Match or No Match.
= |f Match, click Yes to confirm or click Cancel.

» |[fNoMatchandthere are multiplerecords,
the next possible match displays onscreen.

The number of matches and the number of total Possible Offender Alerts are
recordedintheHistory LogontheVolunteerApplication, whichwillforcethe
applicationtobe manuallyapproved (ifthe Automatically ApproveWhen

Requirements Satisfied feature is set to Yes on the Volunteer Application

Possrble OffenderAlert

VOLUNTEER

Settings workspace).

e

After the applicant has been reviewed, the volunteer coordinator can approve or deny the appllcatlon See

Manually Approve Application.




Manually Approve Application

Volunteer Coordinators can manually approve or deny a volunteer application from the Approval Queue.
1. Inthe Approval Queue grid, select Pending Applications from the Filter drop-down list.

Approval Queue

Details Photo  Eirst Mame = LatMome = Crake OF Birth =  Stalus

s > 4111987 Volunteers

2. Inthe Details column, click the hicon for the
volunteer applicant.

3. On the Application Detail workspace,
click Approve Application or Deny Application. S N

= |fyouclick Approve Application,the Approval Confirmationdialogdisplays. Click Submitto
approve the application or Cancel to cancel the action.

Ifyouwantto specifyacustomexpirationdate, clickthe
link and select the date from the calendar.

om expiration date

= IfyouclickDeny Application, the Reason for denial dialog | «nemionoae
displays. Enterthereasonwhytheapplicationhasbeen |
denied and then click Continue. If you want to cancel your — ..
action, click Cancel.

il

Approval Confirmation

o]




Manually Approve Application, cont.

If the Volunteer Portal is enabled, a user account will be automatically created for the Volunteer Portal
and an email with instructions on how to log in is sent to the volunteer applicant.

If the automated process is unable to create a Volunteer Portal user account, the volunteer coordinator
can manually create a user account forthe Volunteer Portal. See Create Volunteer Portal User Account.

Notes:

1 Foractive volunteers that have submitted new applications that have been approved, the volunteer's
profile will not be updated with the information on the new application until their expiration date, at
which time their volunteer profile will be replaced with information from the newly approved

application.

1 Applicants with possible sex offender alerts, a returned criminal record, or under age 18 will require
manualapprovalevenifthe Automatically Approve WhenRequirements Satisfied settingis enabled.



Volunteer Reports

Use the Reports tab to run reports for volunteer activity. The following Volunteer reports are available:

Active Volunteers — Profile information for volunteers
with active status, including photo.

ApprovedApplications—Volunteersthathavegone
through the approval process.

Top Volunteersby Building—Volunteers grouped by
buildings and sorted by greatest total time.

TotalHours Per Volunteer — Total number of volunteer
hours associated to each volunteer.

TotalHours Per Volunteer By Building — Total number of
hours worked per volunteer grouped by building. T

TotalVolunteer Hours Worked Per Affiliation — Total number of volunteer hours associated to each
affiliation.

Reports

Total Volunteer Hours Worked Per Building — Total number of volunteer hours associated to each building.

Total Volunteer Hours Worked Per Function—Total numberof volunteer hours associated to each
function.

Total Volunteer Hours Worked Per Organization — Total number of volunteer hours on behalf of an
organization.

Volunteer Applications by Status and Building —Volunteer applications modified within specified date
range and grouped by status and building.

Volunteer Hours by Function and Building—Volunteer hours grouped by function and building.
Volunteer Sign-In History by Building — Volunteer sign in history grouped by building.

See Running Reports for more information.




Volunteer Events

TheEventstabisusedbythe VolunteerCoordinatortomanageevents, suchascreatinganevent,

viewing all events, modifying an event and deleting an event. You must have the Can Manage Events
permission to see thistab.

You canview all the events on the All Event workspace. Use the Filter drop-down to narrow the search
forspecific events. You canfilterto display Scheduled Events, Past Events and All Events.

Volunteers
All Volunteers Currently Signed In Approval Queue Reports Events
Y  UpcomingEvents ~ <4 Add Event
All Events
Details Name =  Location =  StartDate/Time =  EndDate/Time ! =  Needed = Options
B> Bake Sale Raptor Elementary 12/23/16 1:11 PM 12/23/16 1:11 PM 3 m
> Special event meeting Raptor Elementary 12/22/16 1:12 PM 12/22/16 1:12 PM 10 m
} After School Event Raptor High School 12/19/16 3:39 PM 12/19/16 4:04 PM 5 m
[ Saturday Workshop Raptor High School 12/17/16 3:01 PM 12/17/16 4:01 PM 5 m
e 2 S POV, W P S N e S SO NP WU, ORI o S RO D 2 o PN S O



AddVolunteerEvents

Volunteer events can be created at the building level or client level (All Buildings).
1. From the navigation menu, select Modules > Volunteers and then click the Events tab.
2. Onthe All Events workspace, click Add Event and complete the following:

Name*
Description
Location
Address
City/Zip Code

Start Date/Time* — Selectthe
dateandtimethe eventstarts.

End Date/Time* — Select the
dateandtimetheeventends.

Needed — Select the number of

Volunteers

All Volunteers Currently Signed In Approval Queue Reports E t

> Add Event

+ Add Function " SCHOOU EVENT, <

volunteers neededtohelpwiththeevent.
Signed Up — Read-only. Indicates the number of volunteers who have already signed up for

the event.

Functions®* — Click Add Function and select the type of event from the drop-down list.
Notes — Enter any additional notes about the event.
3. Click Save.



View Volunteers Signed Up for Event

Volunteer Coordinators can view who has signed up to volunteer for an event from the Event Detail
workspace.

Note: You must have the Raptor Volunteer Management System enabled to see this feature.
1. From the navigation menu, select Modules > Volunteers and then click the Events tab.
2. Onthe All Events workspace, click the h icon next the event you want view.

3. Onthe Event Detail workspace, you can view the number of volunteers who have signed up for
the event in the Signed Up field in the upper portion of the workspace.

4. Navigate to the Volunteers Signed Up grid to view the volunteers who have signed up for the

event.
Volunteers Signed Up Event Sign Up
First Name = Last Name = Email = Sign-Up Date/Time | = Options

Mary Black maryblack@raptor6.com 12/12/16 12:24 PM [ Email | i}
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Remove Volunteers Signed Up for Event

To removeavolunteerwhohassigned upforaneventandresetthe SignedUp numberto reflectthe
change:

1. Click Remove in the Options column andthen click Yes on the Removal Confirmationdialog.
2. Onthe Email Removed Volunteer dialog, complete the Message and click Send.

If the volunteer does not have an email address in their profile, the Tofield displays null. Click Cancel to
cancel the email.



Send EmailtoVolunteers

Users with the Can Manage Events permission can send an email to all volunteers who have signed up
for a specific event or to all eligible volunteers from the Events tab.

1. Fromthe navigation menu, select Modules > Volunteers and then click the Events tab.
2.  Onthe All Events workspace, click the h icon next to the event to expand the Event Detail.

Volunteers Signed Up

Eirst Name

3. Inthe Volunteers Signed Up grid, click Email Options
and select one of the following:

= Email All Signed Up — Select this option to send
anemailtoallvolunteers who are signed up for
the event.

= Email All Eligible — Select this option to send
anemailtoall eligible volunteers who can
volunteer for theevent.

Tosendanemailtoanindividual volunteerwhois
signedupfortheevent, clickEmailinthe Options
column.

Note: If the volunteer does not have an email address
in their profile, the Email button does not display.

4. Enterthe email Subject and Message,

and then click Send.




Sign Up Volunteers for Event

Volunteer Coordinators can view who has signed up to volunteer for an event from the Event Detail

workspace.

Note: You must have the Raptor Volunteer Management System enabled to see this feature.
1. From the navigation menu, select Modules > Volunteers and then click the Events tab.

o bk~ DN

In the SearchResults,
clickSignUpnextto thevolunteer’s
name.

Note: Only those volunteers that match the
search criteria and the Functions selectedin
the event detail will be returned in the
Search Results.

The volunteer displays in the Volunteers
Signed Up grid for the event and the
number in the Signed Up field increments.

On the All Events workspace, click the h icon for the event.
Onthe Event Detail workspace, navigate tothe Volunteers Signed Up grid and click Event Sign Up.
Enter the volunteer’s First and/or Last Name and click Find.

Volunteers

All Volunteers Currently Signed In Approval Queue Reports Events

s > E =tail » Event Sign Up
‘ Search results will be filtered to display only those volunteers that are approved for functions specified in this event
susan doyle

Search Results

Select Photo  First Name Last Name | Date Of Birth 1D Number

Em Susan Doyle 04/11/1957 ****3518
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