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Using Volunteer Portal

The VolunteerPortal provides an easy-to-use portal foryourvolunteersto
sign up for events, track and log hours, view and update their profile, change
their password, and communicate with other volunteers.

Uponapproval as avolunteerand creation of yourvolunteerportaluser
account, you will be sent an email informing you that you have been
approved. If the Volunteer Portal is enabled, the instructions to access the
portal will be included in the email.

Log In to Volunteer Portal

New Users Must Change Password
1. Click the link in the email to create a new password.

OLO G
THE IN SCHOOL SAFETY

Volunteer Portal

2. Enter aNew Password and Confirm New Password, and then click Save
New Password.

The Volunteer Portal Log In screen displays.
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Login

Onthe Volunteer Portal Log In screen, enter your Username (email address)
and Password, and then click Log In.

TECHNOLOGIES

[

THE IN SCHOOL SAFETY
Volunteer Portal

Username

dianabradbery@att.net

Password

Request Forgotten Password

If you have forgotten your password, you can reset your password using the
following procedure:

1. OntheVolunteerPortal Log Inscreen, selectthe Forgot Password link.

TrECHNOLOGIES

THE IN SCHOOL SAFETY

Volunteer Portal

Email Address

2. Enteryour Username and then click Send Reset Email.

3. OpentheemailthatwassenttoyouandclickthePleaseclickherelinkto
confirm your request and reset your password.
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The Password Reset screen displays.

CHNOLOAG
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Volunteer Portal

4. Enter aNew Password and then re-enterto confirmiit.
5. Click Save New Password.

The Volunteer Portal Log In screen displays with amessage indicating
your password has been changed. You can now log in to the Volunteer
Portal with your new password.

Request Forgotten Username

If you have forgotten your user name, selectthe Forgot Username link. A
message displays informing you that your username is your email address.

Log Out of Volunteer Portal

Tologoutofthe VolunteerPortal, select Sign Outinthe upperrightcornerof
the portal.
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Manage Volunteer Profile

The Volunteer Portal opens and displays the My Profile workspace, where the
volunteer can view and edit their profile.

Hours  Events  Community  Preferences Profilev  Sign Out

My Profile

First Name Middle Name Last Name

Diana Bradbery

Date Of Birth 1D Type 1D Number

09/09/1979 Not Specified

Maiden Name Gender Race Expiration Date

Female Unspecified 01/29/2019

Theinformationinthe upperportionofthe screenis readonlyand cannotbe

changed. Volunteers can update their address information, phone number
and language preference.

Click Save after making any changes.
Change Password

Volunteers can change their password at any time from within the Volunteer
Portal.

1. Onthe My Profile workspace, click the Profile tab and select Change
Password from the drop-down menu.

Hours ~ Events  Community  Preferences Profle~  Sign Out

Change Password

Current Password # Make Password Visible

No

New Password %

Confirm New Password

2. Enteryour Current Password in the text box.

If you want the password to be visible on this screen, select Yes from the
Make Password Visible drop-down list.

3. EnteraNewPasswordin the textbox and re-enteritin the Confirm New
Password text box.
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4. Click Change Password.
A message displays indicating your password was successfully changed.

Manage Hours

UsetheHours tabonthe VolunteerPortalto viewahistory ofthe hours you
have volunteered.

Hours Events Community Preferences Profile~ Sign Out

My Hours History

My Hours History

Details  Function = Building = StartDate/Time = EndDate/Tme = Total Time =  SelfEntered =  Options

setails | School Event Raptor High School 01/29/18 7:10 AM 01/29/18 10:35 AM 03 hrs 25 mins Yes

tails | School Event Raptor High School 01/22/18 9:30 AM 01/22/18 11:30 AM 02 hrs 00 mins Yes

View All Hours

Volunteers canviewallthefunctions andtotaltime volunteered fromthe My
Hours History workspace.

On the Volunteer Portal, click the Hours tab. The functions, building, start
date andtime, end date and time, total time and log method displays.

Youcanfilterthe hourstobedisplayed usingthe Filter drop-downmenu.
Hours can befiltered by Current Period (since lastReset) and AllHours. If
hourshavebeenreset, thedate ofthelastresetdisplaysfollowingthe My
Hours History label.

Add Hours
Whenthe Allow Volunteersto Add Hours settingisenabled, volunteerscan
add the hours that they volunteered in the Volunteer Portal.
1. On the Volunteer Portal, click the Hours tab.

2. OntheMyHoursHistoryworkspace, click Add Hours andthen specify
the following information:
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My Hours History

Past Event % Building » Function %

Start Date/Time # End Date/Time Organization #

Hours  Evenls  Community  Preferences Profile~  Sign Out

> Hours Detail

Past Event* — Select the event where you volunteered from the drop-
downlist. Ifthe eventis notlisted, select Event Not Listed Here.

Function* — Select the function you performed during the event from
the drop-down list.

Location* — Select the building where you volunteered for this event.
Ifthe building is not listed, select Location Not Listed.

Start Date/Time* — Select the date and time you began volunteering.

End Date/Time* — Select the date and time you stopped
volunteering.

Organization*—Ifyouspecifiedan organizationinyourvolunteer
profile, select the organization from the drop-down list. You can also
select None.

Notes — Optionally, enter notes about the event.

3. Click Save.

Delete Hours

Whenthe Allow Volunteersto Add Hours settingisenabled, volunteers can
delete the hours that they volunteered in the Volunteer Portal.

I Note Avolunteercanmodifyordeletethosehourstheyadded;nothours

related to a sign in.

1. On the Volunteer Portal, click the Hours tab.

2. IntheMyHoursHistorygrid,locatetheentryyouwanttodelete,and
click Remove.

3. Onthe confirmation dialog, click Yes to remove the hours entry.

View Hour Details

Volunteers can view the details of the hours logged from the Hours Detail
workspace. Click Details next to the function.
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Modify Hours

Users with the Can Edit Volunteer Hours permission can edit the volunteer
hours that they added to the volunteer portal.

I Note TheAllowVolunteerstoAddHours settingmustbesettoYestobeable
I to use thisfeature.

1. Click Details next to the function.

Hours Events Community Preferences Profile » Sign Out

My Hours History

» Hours Detail

PastEvent # Building * Function =
Event Not Listed Here v Raptor High School v School Event
Start Date/Time # End Date/Time # Organization #

01/2918 7:10 AM

[

01/29/18 10:35 AM [oje] None

Notes

2. Modify the End Date/Time and click Save.
Manage Events

Use the Events tab on the Volunteer Portal to manage the events for which
you are volunteering.

Hours ~ Events  Community Preferences Profile~  Sign Out

Event Management

Available Upcoming Events

Details Event =  Start Date/Time | =  End Date/Time = Sign Up

[0  Special Event Meeting 02/09/18 4:13 PM 02/09/18 6:15 PM

10 - itemsperpage

My Upcoming Events

1}

Details Event

1l

Start Date/Time End Date/Time =  Remove

After School Event 02/06/18 4:01 PM 02/06/18 605 PM

-~ items per page

View Available UpcomingEvents

Volunteers can view all upcoming events for which they can volunteer in the
Available Upcoming Events grid on the Event Management workspace.
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Available Upcoming Events

Details Event =  Start Date/Time | =  End Date/Time = Sign Up

Special Event Meeting 02/09/18 413 PM 02/0918 6:15 PM

~ items per page

Once the event’s Start Date/Time is reached, it will no longer display in the
Available Upcoming Events data grid.

Sign Up for Events

You can sign up for events from the Available Upcoming Events grid on the
Event Management workspace or from the Event Details workspace.

Tosignupforaneventfromthe Available Upcoming Events grid, click Sign
Up in the row for the event.

Tosign up for an eventfromthe Event Details workspace, click Details to
open the Event Details and then click Sign Up.

Onceyousignupforanevent,thateventismovedtothe MyUpcoming
Events data grid.

View Event Details

In the Available Upcoming Events grid on the Event Management workspace,
click Details for the event you want to view.

Hours ~ Events  Community  Preferences Profle~  Sign Out

Event Management

» Event Detail

Name Description

Special Event Meeting

Location Address city Zip Code

Raptor High School

Start Date/Time End Date/Time Needed Signed Up

02/09/2018 413 PM 02/09/2018 6:15 PM 2 0

Notes

Event Sponsor

Raptor High School

(U  Ccancel

If you want to volunteer for this event, click Sign Up.

Rev. 14.00 Raptor® User Guide



Using Volunteer Portal

View Your Upcoming Events

Usethe My UpcomingEvents gridonthe EventManagementworkspaceto
view the events that you have already signed up to volunteer.

My Upcoming Events

Details Event =  Start Date/Time = End Date/Time

After School Event 02/06/18 4:01 PM 02/06/18 6:05 PM

10 ~ items per page

Remove

If you can no longer volunteer for the event, click Remove.

View Upcoming Event Details

Inthe My Upcoming Events grid onthe Event Management workspace, click

Details for the event you want to view.

Event Management
» Event Detail

Name Description

After School Event After school fundraiser
Location Address City Zip Code

Raptor High School 333 Raptor Lane Houston 77001
Start Date/Time End Date/Time Needed Signed Up

12/30/2016 1:12 PM 12/30/2016 1212 PM 5 1
Notes
Event Sponsor

District-wide

Cancel

If you can no longer volunteer for the event, click Remove.

Email Volunteer Community

Usethe CommunitytabontheVolunteerPortaltoviewalistofvolunteers
thathave allowed othervolunteersto viewtheirinformation,andtosendan

email to the volunteers.
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Hours Evenis Community Preferences Profile~ Sign Out
TECHNOLOGIES

Volunteer Community

Select  First Name = LastName =  Email Address = Primary Phone = Second Phone =
O Julie Pounds Jpounds@raptors com (888) 835-8888
D Pam Smith pamsmith@raptoré.com (222) 222-2222
Ken Smith ksmith@raptor6.com (222) 222-2222
Susan Doyle dianabradbery@gmail com (281) 888-8888
Diana Dare

(TN

1 10 ~ items per page

Q

1. OntheVolunteer Community workspace, selectthe checkbox nextto
the names of the volunteers to receive the email.

2. Click Create Email.

Email Volunteer

From: garyk0022+vold@gmail.com
To: susandoyle@raptoré.com, maryblack@raptoré.com
Subject:

Saturday Workshop

Message:

Please bring a covered dish to the meeting to share with the group

Cancel

3. Enterthe email Subject and Message, and then click Send.
An Email Successfully Sent message display.
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Manage Preferences

Rev. 14.00

Use the Preferences tab on the Volunteer Portal to indicate your sharing
information preferences.

Hours  Events  Community  Preferences Profle~  Sign Out

My Preferences

General

Time Zone (UTC-06:00) Central Time (US & Canac v

My Sharing Information
Share my telephone number(s) with other volunteers No

Allow other volunteers to contact me via email No

Cancel

Onthe My Preferences workspace, specify the following information and then
click Save:

= Time Zone - Select the time zone for the region where the school is
located.

= Share my telephone number(s) with other volunteers — Select Yes or
Nofromthe drop-down listto indicate whetheryouwantyourphone
number shared with other volunteers.

= Allowothervolunteerstocontactmeviaemail-SelectYesorNo
from the drop-down list to indicate whether you want your email
address shared with other volunteers.

I Note IfyouselectNotobothsettings, yourinformationwill notdisplay onthe
I Community page for other volunteers to see.
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