Managing Volunteers

Volunteer Reports

Events

Use the Reports tab to access and run any of the available volunteer reports.
See Volunteer Reports.
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The Events tabis used by the Volunteer Coordinator to manage events, such
as creating an event, viewing all events, modifying an eventand deleting an
event. Youmusthavethe Can Manage Events permissionto see thistab.
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View All Events
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You can view all the events on the All Event workspace.

Use the Filter drop-down to narrow the search for specific events. You can
filter to display Scheduled Events, Past Events and All Events.
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Volunteereventscanbecreatedatthebuildinglevelorclientlevel (All
Buildings).
Fromthe navigation menu, select Modules >Volunteers and then click

Add Event
1.
2.
3.
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the Events tab.

On the All Events workspace, click Add Event.
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On the Add Event workspace, complete the following fields:

Name* — Enter a name for the event.
Description — Enter information that describes the event.

Location — Enter the name of the location (building) where the event
will occur.

Address — Enter the physical address of the event location.

City/Zip Code—Enterthe nameofthe Cityand postalzip codeforthe
location of theevent.

Start Date/Time* — Click the (3] icon to select the date of the event
andthenclickthe © icon to select the time the event starts.

End Date/Time* - Click the (3] iconto selectthe date the eventends
andthenclickthe © icon to select the time the event ends.

Needed-Selectthenumberofvolunteersneededtohelpwiththe
event.

Signed Up—This read-onlyfieldindicates the number of volunteers
who have already signed up for the event.
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* Functions*—Click Add Function andselectthe type of eventfrom
the drop-down list.

I Note Only volunteers that have been approved for the Functions in
I the event detail, can sign up for that event.

= Notes —Enterany additional notes about the event.
4. 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.

I Note Fromthe navigationmenu, selectModules > Volunteers andthenclick
I the Events tab.

1. OntheAllEventsworkspace,clickthe hiconnexttheeventyouwant
view.

2. Onthe Event Detail workspace, you can view the number of volunteers
who have signed up forthe eventinthe Signed Up field inthe upper
portion of theworkspace.

3. Navigatetothe Volunteers Signed Up grid to view the volunteers who
have signed up for the event.

Volunteers Signed Up

First Name = Last Name = Email = Sign-Up Date/Time

Mary Black maryblack@raptor6.com 12/12/16 12:24 PM
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Send Email to All Volunteers Signed Up for Event

Rev. 14.00

Users with the Can Manage Events permission can send an email to all

volunteers who have signed up for a specific event.

1. Fromthenavigation menu, select Modules >Volunteers and then click
the Events tab.

2. OntheAllEventsworkspace, clickthe hiconnexttothe eventto
expand the EventDetail.

3. Inthe Volunteers Signed Up grid, click Email Options and select Email All
Signed Up from the drop-down list.
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Volunteers Signed Up

First Name = Last Name = Email = Sign-Up Date/Tir

Doyle susandoyle@rapt, 03/28/17 1:56 P

12/12/16 12:24 PM

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

Email Volunteer(s)

This email will be sentto all volunteers who are signed up to work this event.

From: Volunteer Coerdinator
To: 2 Volunteers
Subject:*

Bake sale

Message:*

Please plan to attend planning meeting prior to event

m e

Send Email to All Eligible Volunteers for Event

Users with the Can Manage Events permission can send an email to all eligible
volunteers foraneventbased onthe function(s) selected forthe event. An
eligiblevolunteerisonewhohasanactive status,isapprovedforoneormore
functionsthatareassociatedwithanevent,andwhohasnotalready signed
up to volunteer for the event.

1.
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Fromthe navigation menu, select Modules > Volunteers and then click
the Events tab.

Onthe AllEvents workspace, clickthe hiconnexttothe eventto
expand the EventDetail.

In the Volunteers Signed Up grid, click Email Options and select Email All
Eligible from the drop-down list.

I Note This email will be sentto all eligible volunteers who are approved
I for the functions of this event.

Raptor® User Guide



Managing Volunteers

Page 315

Email Volunteer(s)

This email will be sent to all eligible volunteers who are approved for the functions of this event.

From: Volunteer Coordinator
To: & Volunteers
Subject:*

Bake Sale

Message:®

This is a sample email to all eligible volunteers approved for the U.‘c’:lcr- of this event.

Cancel

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

Sign Up Volunteers for Event
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Volunteer Coordinators can sign up volunteers for an event using the Events
tab on the Volunteers workspace.

Fromthe navigation menu, select Modules > Volunteers and then click
the Events tab.

Onthe AllEvents workspace, clickthe hiconnexttheeventyouwantto
add volunteers.

Onthe EventDetail workspace, navigatetothe Volunteers Signed Up
grid and click Event Sign Up.

Enter the volunteer’s First and/or Last Name in the text field and click
Find.

Volunteers
All Volunteers Currently Signed In Approval Queue Reports Events
> > Event Sign Up

Search results will be filtered to display only those volunteers that are approved for functions specified in this event

susan doyle Find

Search Results

Select Photo First Name Last Name Date Of Birth ID Number
‘Sign Up | | Susan Doyle 04/11/1957 e"3518
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5. Inthe Search Results area, click Sign Up nextto the volunteer'sname.

I Note Only those volunteers that match the search criteria and the

i Functions selected in the event detail will be returned in the Search
I Results.

Thevolunteerdisplaysinthe Volunteers Signed Up grid for the eventand
the numberin the Signed Up field in the event detail increments.

Send Email to Individual Volunteer Signed Up for Event
Volunteer Coordinators can send an email to those volunteers who have
signed up for an event from the Event Detail workspace.

1. Fromthenavigation menu, select Modules >Volunteers andthenclick
the Events tab.

2. OntheAllEventsworkspace, clickthe hiconnexttothe eventto
expand the EventDetail.

3. IntheVolunteers Signed Up grid, click Email for the volunteer who you
want tosend an email.

I Note Ifthevolunteerdoes nothave an emailaddressintheir profile, the
I Email button does not display.

Email Volunteer

From: ddare@comcast.com

To: d.dare@comcast.net

Subject:
Sample Email
Message:

This is a sample email to the specified volunteer.
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4. Enterthe email Subject and Message, and then click Send.
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Remove Volunteer from Event

Event Coordinators can remove a volunteer who is signed up for an event and
reset the Signed Up number to reflect the change on the Event Detail
workspace.

1. Fromthenavigation menu, select Modules >Volunteers and then click
the Events tab.

2. OntheAllEventsworkspace,clickthe hiconnexttothe eventto
expand the EventDetail.

3. IntheVolunteers Signed Up grid, click Remove andthenclick Yes onthe
Removal Confirmation dialog.

The EmailRemovedVolunteerdialogdisplaysto sendthe volunteeran
email that they have been removed from the event. Complete the
Message and clickSend.

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