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Logging into HandsOn Connect

Log into the HandsOn Connect system by visiting http://volunteer.lenaweecf.org and
clicking the Login button on the top right hand side of the website.

About Us LOGIN

yo. LUNTE E R Len?Wee | Arez?
et Us

Donate

For Volunteers For Organizations

CIAL EVENTS BROWSE ORGANIZATIONS RESOURCES BECOME A MEMBER

Username: Your username will always be your email address.

Password: We are unable to look up what your password is, so if you don’t remember simply
click the link that says Forgot Password?

Forgot password?

BROWSE ORGANIZATIONS RESOURCES “ er? -

Please don’t share your username and password with other people at your organization. If
someone else at your organization needs access to the system, we can grant them access as
well.

If you’re unsure who has access to your account, or want to add users, emalil
ptrentman@ubat.com for more information.
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Creating a new Volunteer Opportunity

Using the Volunteer Opportunity Wizard

L
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Vialunteer Oppoctunity Wizard
Search

Creating a new Volunteer Opportunity is very easy with the Volunteer Opportunity
Wizard. After logging into your account simply click the Volunteer Opportunity Wizard link
on the left hand side of the screen.

® | = Required Information

Please complete the following and we'll guide you through the process of creating a Volunteer Opportunity.

Volunteer Opportunity Name I Skittles For Youth
Primary Impact Area I Children & Youth Education |Z|

Location ITest E Create Location Options with Red Arrows are

Type & | Project [+] ? explained on the following page.

Minimum Age (wio adutt) |14

Minimum Age (w! adult) I 18

schedule Type & | Date & Time Specific [+] g
Registration Type I Sign Up IZ| ?
Minimum Attendance I 5

Maximum Attendance I 15
Does this occur on a regular schedule? I Mo |Z|

startDate | 10/29/2010 [10/29/2010] 12:00 AM [=] ?
EndDate | 10/29/2010 [10/20/2010] 12:00 AM [~ ] #

After creating this opportunity, you will need to add the Opportunity Description before it can be published.

Create Volunteer Oppo i

As you fill in the fields of the form, it will automatically generate the next question based
on the type of Volunteer Opportunity you are creating.

Enter a Volunteer Opportunity Name.

Select the Primary Impact Area that is as relevant as possible. There may not be an exact
match.

Select a Location. If this is a new location, select Create Location and enter that
information first.
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There are two options for Type;

e A PROJECT is any volunteer opportunity that a volunteer can sign up for or
express interest in.

e An ACTIVITY is used for events such as trainings or workshops. We recommend
using Project for everything.

There are two options for Schedule Type;

e DATE & TIME SPECIFIC projects show up on the Project Calendar.
e TO BE SCHEDULED projects show up in the Volunteer Opportunity Database.

If this is a Date & Time Specific Volunteer Opportunity you will also have to select
one of two options for Registration Type;

e SIGN UP opportunities allow the volunteer to fully register for the project through
our site.

e EXPRESS INTEREST opportunities allow the volunteer to express interest through
our site. You will receive an email with their contact information and it is up to you
to follow up with this volunteer. This can be useful if you are screening applicants or
need to set up a volunteer schedule with this individual.

If this is a ' To Be Scheduled project, you will need to pick a Start Date and End Date.
This is not asking when the project itself will start and end, it is asking you what the
recruiting dates are for this project. The Start Date refers to the date you want to start
recruiting for the project, and the End Date is the date the Volunteer Opportunity is no
longer visible to potential volunteers.

After you have finished the entire form, you can click Create Volunteer Opportunity.

Volunteer Opportunity Overview

Hera's your at-a-glance view of hes Voluntasr Cppomunity K
v Opporunity Created Opparunity Descrigbon £auTnangs Descrigmiar

v’ Ocourence Created  Cragle Mew Occurmnce v’ Opportunity Charactenstics [Opticnal — Improves Search and Metiics)
Recurrence Created et s Recureocs Oppotiunity Published (Status: Pending)
Vedfications Compiete
Total Active Occurrences. 1 Total Vestticabons Due, 0
Ready 1o craste a new Volumieer CooMunly ? Jf 80, gACi iang 1o pet slarted

You will now see the Volunteer Opportunity Detail Page, and at the top of this page will be
a tan box that shows all the steps that you have completed and which steps still need to be
finished. Start by adding an Opportunity Description by clicking Add/Change Description.

This will open the editor for your Project Description. You can add text, links, pictures and
logos. You can also change the color of text or make certain words bold in order to draw
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more attention to application deadlines or special requirements. Once completed, click
Save, then Close.

After this window closes, you may notice that Opportunity Description is not checked yet;
you can refresh your browser window and it will now show as checked.

If this project occurs more than once, you can create additional occurrences by clicking the
link Create New Recurrence. Otherwise the volunteer opportunity just won’t show that as
checked, which is fine.

When you have finished creating the volunteer project you will have to Submit for
Approval. Up until this point, no one from VOLUNTEER Lenawee! has any indication that
you have actually done anything. You must submit your project for approval in order for it
to appear on the website.

The Opportunity Published will also not show as checked at first. It will show the Status of
the project as Pending, which just means that it’s been submitted to VOLUNTEER
Lenawee! for approval. Once approved by us, the item will be checked and the Status will
change to Active.
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Using the Volunteer Opportunity Tab - Optional

This is an alternative to using the Volunteer Opportunity Wizard. By using the Volunteer
Opportunity Tab you have to enter all the project details directly into the correct field
yourself. It is not recommended to use the Volunteer Opportunity Tab. The information
below is provided just to show you how to use it if you choose to do so. We recommend using
the Volunteer Opportunity Wizard.

Locations VolunteerOpp-ortunities| Connections Documents Reports Switch to Volunteer Portal

Volunteer Opportunities
Home

5 View: | all Volunteer Opportunities El E

Recent Volunteer Opportunities Recently Viewed El

Mo recent records. Click Go or select a view from the dropdown to display records.

Click on the Volunteer Opportunities tab and then the Create New Volunteer Opportunity
button.

Votatters Coerninn £t £ L X0

InfsrTnasen
et by Voune Mot Ferdeg

Vimavier Oppartarety Hame | Pramag Statse

Qpportany Typs

Typw | YV == | Actretty Type None )
Scnedue Type | Noae o= | Training Trpw None 0
Sptial Fuerd Sdmmaten
Vidurtens Syt X Vidurteer Guwia LR
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Start Dutw 10235810 Loe Dete I AL
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Maranger 1ty Owgereistioe Served UN
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[ e X
R o 36001 1odoavian por
Begieratan Type Nene o Masimmin AZeodarcs '
Negratrxaca Tart Cate 13250010 1 Mreemier Aterdancs \

Nepshatinn Deatbioe )

Carmtth bane boburrastion

Vebartonr Coow Binston Nacve ViR ee ) Caenbiate Sl

Fill in the fields that have the Red Bar in front of them. Then click SAVE at the bottom.
The remaining steps are the same as outlined above after you've run the Volunteer
Opportunity Wizard.
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Volunteer Opportunity Overview

Hera's your at-a-glance view of = Voluntasr Opportunity K
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You will now see the Volunteer Opportunity Detail Page, and at the top of this page will be
a tan box that shows all the steps that you have completed and which steps still need to be
finished. Start by adding an Opportunity Description by clicking Add/Change Description.

This will open the editor for your Project Description. You can add text, links, pictures and
logos. You can also change the color of text or make certain words bold in order to draw
more attention to application deadlines or special requirements. Once completed, click
Save, then Close.

After this window closes, you may notice that Opportunity Description is not check off yet,
you can refresh your browser window and it will now show as checked.

If this project occurs more than once, you can create additional occurrences by clicking the
link Create New Recurrence. Otherwise the volunteer opportunity just won’t show that as
checked, which is fine.

When you have finished creating the volunteer project you will have to Submit for
Approval. Up until this point, no one from VOLUNTEER Lenawee! has any indication that
you have actually done anything. You must submit your project for approval in order for it
to appear on the website.

The Opportunity Published will also not show as checked at first. It will show the Status of
the project as Pending, which just means that it’s been submitted to VOLUNTEER
Lenawee! for approval. Once approved by us, the item will be checked and the Status will
change to Active.
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Editing a Volunteer Opportunity

Voluntesr Opportuniies Can ST L TwAth t Vekiriper STray

e —

Click on the Volunteer Opportunities tab and then the name of the Volunteer Opportunity
you want to edit.

Volunteer Opportunity Detail [ dit J] Doleta J] Clooe J] Skilled Voluntesr Search
HandsOn Connect Shortcuts

Volunteer Opportunity Overview

Here's your at-a-glance view of this Volunteer Opportunity:

v~ Opportunity Created v’ Opportunity Description  Add/C|

Occurrence Created  Craate New Occurrence Opportunity Characteristics (Optic

Recurrence Created  Create New Recurrence Opportunity Published (Status: Ps
Verifications Complete

Total Active Occurrences: 0 Total Verifications Due: 0

Ready to create a new Volunteer Opportunity? If so, click here 1o get started,

Custom Links hange Descriotion

You can now edit any of the information that you entered when the project was created.
You can do this two ways. You can click Edit at the top of the page, make the changes and
then click Save or just change it directly on this page and click Save.

If you need to edit the project description, click the Change Description link under the
yellow box. Make your changes, then click Save and then Close.

If you do need to edit the project, you will now be forced to select a Primary Impact Area,
Genders Served, & Age Groups Served before you can save your edits.

Search Characteristics

Primary Impact Area I Environment .* m
Secondary Impact Area —Mone— E
Genders Served I All Genders Served a__
S — e

Age Groups Served Available - o Chosen -
Children & Youth {under 18) Adult (18-65)
Seniors (over 65) e
All ages i -
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Adding Project Occurrences

If the project is Date & Time Specific and you need to add additional dates click on the
Volunteer Opportunities tab and then the name of the Volunteer Opportunity you want to

add occurrences to.

In the yellow box, click the Create New Occurrence link.

Votunteer Opportunity Deai  cdit [ veiete | clone |

HandsOn Connect Shortocuts
Volunteer Opportunity Overview
Here's your at-a-glance view of this Volunteer Opportunity:
v"  Opporunity Created / v" Opportunity Description £
v~ Occurrence Created Create Mew Occurrence v~ Opportunity Characteristics (
v~ Recurrence Created  Create New Recurrence Opportunity Published (Statu
‘erifications Complete

Total Active Occurrences: 0 Total Verifications Due: 0

You will now need to select the Volunteer Opportunity, the Location, set the Status to
Active, set the Start Date & Time and the End Date & Time then click save.

Occurrence Edit Swve  Zave & Mew |Canzed|

Information 1 =Requ

Owner  Asltory Sazco

man [ pendrg =
[T ———— I Q|<\ /.!u.m _

Lecatian l 3] \ Rcurmasce QO
Volirteer Lusder Hewsed 7]
Coordmstor informaton
Cpwertunity Cosdanatue e Cpyrmntusity Coonbonater Bl
Oscurmasca UL
Registration Information
Megarabion Start Dals [ans20:11 fAnmun Steadecce
Regiaraton cunot o) Max e Smeadarce
time{Dste miormation \
it Dol 3 Tt (222071203 744) Gl Oslie & Joow. (218201 2 F]

Moy 2 Times Newdad A 7 l » [¢
Sunday Nerming =
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Removing Volunteer Opportunities

If you need to remove a Volunteer Opportunity from the Searchable Database or Project
Calendar, click on Volunteer Opportunities and click on the name of the Volunteer
Opportunity you need to remove.

Removing To Be Scheduled Volunteer Opportunities

If the project is a To Be Scheduled type of project, removing a Volunteer Opportunity
from the Searchable Database is as simple as editing the End Date to a date in the past.
Deleting the entire Volunteer Opportunity is not necessary, as you can just change the end
date to yesterday and it will no longer be visible to potential volunteers. However, it will
still be visible to you in the Administrative side of HandsOn Connect. What’s useful about
this is that it allows you to change that end date to some date in the future, if you need to
relist this project in the future.

Removing Date and Time Specific Volunteer Opportunities

If the project is a Date and Time Specific type of project, scroll down to the
Occurrences section of the page and click on the Occurrence ID that you want to delete.

Please DO NOT delete the entire Volunteer Opportunity when you are just trying to delete
one Specific Date Occurrence. If you delete the entire Volunteer Opportunity, it will delete
all Occurrences associated with this Volunteer Opportunity.

Also, DO NOT just click DEL next to the Occurrence ID. You should click the Occurrence
ID and then scroll down to Connections section to make sure that there are no volunteers
already signed up for the Occurrence before you delete it.

After you've clicked on the Occurrence ID, and verified that there are no volunteers signed
up for that occurrence (Connections). Scroll up to the top of the page for that Occurrence,
not the whole project, and click “Delete”. This will remove that occurrence from the project
listing, while keeping the initial project intact, which lets you relist the project again in the
future by simply adding a new occurrence.
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Using Connections to track registration

Anytime a volunteer registered for one of your Full Sign Up opportunities or requests to be
contacted for one of your Express Interest Projects this is called a CONNECTION in
HandsOn Connect.

If you want to look up a certain project’s connections first Search for that project and click
its name. This will take you to the Volunteer Opportunity Detail page that you would see
after creating or editing a project.

W Connections ? New Connecgon et G

Action  Comnection: Connection M Decurrence ID Contact Team Name Role Guest Volunteers  Status Attendance Status Star Rating
Edit Dal  CO-00M500 DC-007618  Collesn Q'Conngw Voluntesr 0 Contymed ANendced {and Hours Verfied) YrIr I icar
E@l Del CO-004501 QC-007617  Cofieen Q'CONNOS voluntesr 0 Contymad Aflenced (and Hours Vemfied) TrITIrIr L
¢ Occurrences Mew Decurrence Oocurtences Net \F
Action Oceurrence © Start Date & Time End Date & Time Status
Edit ' Del QC-007847 ‘——— 4812010 415 PM 4812010 5:30 PM Active
Edt D= QC-007618 81132010 £15 PY 51132010 530 PM Active
Edd Del QC-007510 TRR2010345PM TIB2010 500 PM ACtive

Del QC-007620 21212010 2.45 P 81122010 500 PM Adive
Edt Del OC-007521 10142010 4:15FM 1011472010 5:30 PN Acthe

=hoaimore s | Goto 1Is1<0) 2

You have two ways to view past Connections.

You can scroll down to the Connections segment of the Volunteer Opportunity Detail page
and view all connections for this opportunity, regardless of what specific occurrence they
were connected to.

However, if the project has more than one occurrence (or event date), as pictured above, and
you only want to see the connections for a specific occurrence, click on that occurrence’s
Occurrence ID.

You are now at the Occurrence Detail page, and you can scroll down on this page to the
Connections segment to see who was connected with this specific occurrence.

10
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Updating Your Organization’s Information

To update organization information such as phone numbers or addresses, click on the My
Organization tab.

saleg‘orce.com {1

Home My Organization Locations Volunteer Opportunities Connections Documents Reports Switch |

[ My Orga

Welcome, Mickey Mouse

My Profile | Logout

HandsOn Connect Shortcuts

Vlabinlidcu Mac cal et s A L

Click Edit.

My Crrganizatiocn + m

¢ Basic Info

Organization Name Moose Field
Website
Mission Statemment  To look at moozes
Primary Population Served Animals
Primary Impact Area Adult Education
Federal EIM
[Keicinl L

Make the necessary changes, and then click Save.

nfo

Crrganization Name

Moose Field

Website

Mission Statement To Iook at mooses
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