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Volunteer Now Functionality 

 
Purpose 
 
Volunteer now is available to all Pioneers and the general public to provide the 
following features and abilities: 
 

• Search to view a list of volunteer project opportunities and the specific 
details/needs for each project  

• Sign up for volunteer projects with a one-click registration process 
• Tell your family and friends about projects you have signed up for (via 

e-mail from volunteer now) and encourage them to volunteer as well 
• Create volunteer projects as a volunteer project team leader and 

submit the project for review and approval.  The review and approval 
process will be completed by specific individuals designated as volunteer 
project administrators within your group (in other words, your projects 
are not reviewed and approved/denied by Pioneers headquarters staff) 

• Create and edit your personal volunteer profile to indicate your 
specific interests, skills and talents, availability, and any other relevant 
details you would like to provide about yourself.  You control how much 
or how little you would like to be known about yourself and what you 
can bring to projects as a volunteer 

• Sign-up for e-mail notifications when new projects are approved, 
where the interests or skills and talents needed for the project match 
those in your volunteer profile 

• Track projects you have signed up for whether those projects have yet 
to occur or projects that you volunteered for in the past 

• Easily report hours worked for any project you have volunteered for.  
Volunteer project team leaders have the additional ability to enter hours 
for all volunteers who worked on a project for which they are the team 
leader 

• Report hours worked for any volunteer scenario to which you have 
given your time that isn’t tied to a defined project within volunteer now 

• Run reports to output specific details regarding volunteer projects 
(available to individuals at a specific level of system access – defined by 
each group) 

• Access volunteer resources online to assist with frequently asked 
questions 
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Access 
 
Volunteer now functionality can be accessed within the Pioneers website at 
http://www.pioneersvolunteer.org.  Click the “log in” link in the upper right-
hand corner of the home page to get the “web login” screen. 
 

 
Pioneers Website Home Page 
 

 
Web login screen 
 

http://www.pioneersvolunteer.org/�
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After you have successfully logged in, you will see the “pioneers center” 
screen.  Click the “volunteer now” link. 
 

 
 
 
The links to the left enable you to navigate to the various areas of functionality 
within volunteer now: 
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Link Definitions 
 

• Project Administration is a link that will only be available to specific 
users with the appropriate user permissions.  This will allow those 
individuals to review projects submitted within their group to either 
approve or deny the project.  Approved projects become available in 
volunteer now to be located in searches and can be signed up for online. 
Denied projects can be discussed between the project administrator and 
the project team leader for further steps. 

• My Sign Ups displays all projects you have ever signed up for in 
volunteer now.  You can report hours for projects as well as cancel your 
registration for projects in this area of the system. 

• Create Project takes you to the screens where you can enter a new 
volunteer project and submit that project to your group project 
administrator for their review and approval. 

• Record Volunteer Hours is where you can report hours worked for any 
volunteer project in the system that you have signed up for, or report 
hours for volunteer work that you have done independently. 

• Search Opportunities allows you to search for available volunteer 
projects that you can then sign up to volunteer for. 

• My Profile is where you can enter (and edit) your specific volunteer 
interests, your skills and talents, your availability and any other relevant 
information that you may wish to share as part of your profile. 

• Volunteer Resources displays links to various topics of online help. 
• Tell a Friend gives you the ability to send an e-mail (from volunteer 

now to family and friends to encourage them to become a volunteer. 
• Reports are available to end-users with the appropriate permissions in 

volunteer now (who has access is determined by each Pioneer group).  
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Getting Started – Creating your Volunteer Profile 
 
Every Pioneer member is encouraged to create a volunteer profile for 
themselves in volunteer now.  The profile you create represents what you are 
interested in volunteering for, what skills and talents you can offer to 
volunteer projects, and what your availability is to volunteer.  You can add 
additional information if you would like, and can sign up for e-mail 
notifications for different types of activities within the system. 
 
 

Step Action 

 
1. 

 
Open your Internet browser and type in the Pioneers website URL: 
http://www.pioneersvolunteer.org to reach the website home page.  
Click the “log in” link in the upper right-hand corner. 
 

 
 

 
2. 

 
Click “my profile” in the left navigation panel. 
 

               

http://www.pioneersvolunteer.org/�
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Step Action 

 
3. 

 
Click the checkboxes that represent your volunteer interests. 
 

       
 

 
4. 

 
Click the checkboxes that represent your skills and talents. 
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Step Action 

 
5. 

 
Click the checkboxes that represent your availability to volunteer. 
 

 
 

6. 
 
Enter any additional information that you wish to share about yourself 
and what you can bring to volunteering.  You can also use this space to 
indicate special needs if applicable. 
 

     
 

 
7. 

 
Sign up for e-mail communications from volunteer now, if applicable. 
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Step Action 

 
8. 

 
Once you have filled in the details for your volunteer profile, click the  
<Save Changes> button at the bottom of the screen. 
  

                                
 

9. 
 
Volunteer now will confirm that your profile has been saved.  You can edit 
your profile at any time by repeating steps 1-9.  To remove an item from 
your profile, simply uncheck the box or delete the text. 
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Search for volunteer opportunities 

 
One of the key exciting features that volunteer now offers is the ability to 
search the system to identify volunteer projects that are available for you to 
sign up for and participate in.  This section illustrates how to search for and 
sign up for volunteer projects. 
 
You do not have to log in to search for projects.  If you choose not to log in, 
you can access the “Quick Search” screen on the Pioneers website home page 
by navigating to volunteer > volunteer now > search opportunities.  
 

 
 
The following steps illustrate how to search for projects using the “Quick 
Search” screen or the “Advanced Search” screen. 
 

Step Action 

 
1. 

 
To search for volunteer projects using the “quick search” screen, 
select a company (Pioneer Group), type in the name of the City you 
wish to search within (or leave the City field blank to search ALL 
cities), select a State/Province, and click the “Search” button. 
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Step Action 

 
2. 

 
When the search results display volunteer projects that meet your 
criteria, you can click the “view” button to see full details of a 
specific project. 
 

 
 
Depending on the search criteria, you may get back multiple pages of 
results.  At the bottom of the screen, you can navigate to each page 
using the arrows or page numbers. 
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Step Action 

 
3. 

 
After clicking the “view” button on the search results screen, the full 
project details will display for the project you chose to view.  If you 
want to sign up to volunteer for any project that you view, click the 
“volunteer” button next to the appropriate timeslot to sign up. 
 
Please note: if you are not logged in at the time you click the 
“volunteer” button, you will be prompted to log in so that your 
registration for the project can be appropriately captured on your 
Pioneer record and within the project. 
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Step Action 

 
3a. 

 
The screen will refresh and confirm that you have signed up for that 
specific project, in that specific timeframe. 
 

 
 

 
3b. 

 
At this point, you can go back and search for additional projects by 
clicking the “Back to Search Results” button to view other projects 
that came up in your search.  If you are done in volunteer now, you 
can log out. 
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To search for volunteer projects using the “Advanced Search” screen, you will 
need to log in to the system.  The steps below illustrate how to use this screen 
to search for volunteer projects. 
 

Step Action 

 
1. 

 
After logging in to volunteer now, click the “search opportunities” link 
to the left to access the “advanced search” screen. 
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Step Action 

 
1a. 

 
You can enter a value in each of the fields or leave the fields blank.  At 
a minimum it is recommended that you enter at least a date range 
(Project Dates) and an Organization.  The more detail you enter, the 
more finite your search results will be. 
       

• Project ID – search by the volunteer project ID number (if known) 
or leave blank 

• Project Title – enter the title (if known) 
• Project Category – select an appropriate category (or leave blank) 
• Project Type – select a project type (or leave blank) 
• Non-Profit Partner – if you are seeking projects in the system that 

are in partnership with a specific non-profit organization, select 
that organization in this list (or leave blank) 

• Who Can Volunteer? – select one or more options as appropriate 
(or leave blank) 

• Project Dates – enter a range of dates for the timeframe within 
which you wish to volunteer your time 

• Project Location – filter the volunteer projects by narrowing 
down the location by entering in a City, State/Province, and 
Zip/Postal Code (or leave these fields blank) 

• Organization – Select the Pioneer group you wish to volunteer 
with/for (i.e. AT&T, Qwest, New Outlook, Verizon, Canada) 

• Click the <Search> button to activate the search for projects in 
volunteer now that meet your search criteria. 

 
 

2. 
 
The results of your search will display.  If your search turns up zero 
matches, you can search again by repeating the process in Steps 1 and 
1b with different search criteria. 
 
To view the details of a project and to sign up for a project, follow the 
steps previously illustrated on pages 12 and 13. 
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Report Volunteer Hours 
 
At any time you can review the volunteer projects that you have signed up for 
whether that project has already taken place or the project is coming up at a 
future date.  Once a project has taken place, you can also report your 
individual hours.  Please note: you do need to be logged in to the system in 
order to see these details. 
 
 
 
Step Action 

 
1. 

 
Click the “Report Volunteer Hours” link. This will direct you to the screen. 
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Step Action 

 
2. 

 
The first section of the “report volunteer hours” screen will display a list of 
projects you have signed up for in volunteer now.  To report your hours for 
these projects, click into the “Hours” field and type in the number of hours you 
worked.  Click into the “Units” field and enter the number of units completed 
(if applicable, for example you completed 3 military care kits).  Click the 
“Report Hours” button to save your entries.   
 
After you report your hours, this project information will move down into the 
section entitled “projects you signed up for in pals” where you can report 
additional hours if needed. 

              
 

 
2a. 

 
The second section of this screen displays projects you have signed up for 
where your hours have been previously reported.  To view the details for any of 
the projects listed here, you can click on the project title to open the details 
screen. 
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Step Action 

 
 

 
After you open the project, scroll to the bottom of the details screen and click 
the “report hours” button to enter additional hours worked for that specific 
project. 

      
 

 
2b. 

 

 
 
After entering additional hours, scroll to the bottom of the screen and click the 
“save hours” button. 
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Step Action 

 
2c. 

 
The third section of this screen displays volunteer projects or activities 
that you participate in where the project has already taken place, or it 
is an independent activity that you participate in.  An example of this 
might be that you work at your local homeless shelter every Saturday 
morning, which isn’t a project in volunteer now, but you want to have 
your hours recognized. 
 
If the project is one that you have already entered in “other volunteer 
projects” to report hours, click on the title to open up the details 
screen and add hours. 
 
If the project or activity does not exist, click the “Report Project 
Details and Participation Hours” button at the bottom of the screen to 
enter the details.  
 
 

 
 

 
2d. 

 
To report hours in the “other volunteer projects” section, after you 
have opened up the appropriate project, scroll to the bottom of the 
screen and click the “Report Hours” button. 
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Step Action 

 
2e. 

 
Enter the “hours worked” and “Units Completed” (if applicable).  If there are 
existing hours or units that were previously entered, you will need to add your 
additional hours and units to the existing numbers. 
 
For example, the previous hours reported in the screen shot below at 5.  If you 
worked an additional 5 hours, then you would click into the “Hours Worked” 
field and update the value to 10 to reflect the current total hours worked. 
 

 
 

 
2f. 

 
When your entries are completed, scroll to the bottom of the screen and click 
the “Save Hours and Units Data” button. 
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Create Volunteer Projects in volunteer now 
 
All projects created in volunteer now will undergo a review process by the 
appropriate individual designated for project review within a specific Chapter, 
Council, or Club.  Once a project is approved, that project will then be 
searchable in volunteer now and individuals can sign up to volunteer for that 
project as well. 
 
The details below illustrate the process to create volunteer projects in 
volunteer now. 
 
 
 

Step Action 

 
1. 

 
Click the “Create Project” link in the left navigation panel. 
 

               
 

2. 
 

Enter in the project details.  Note that the fields that are labeled in 
“gold” are required fields, all others are optional.  
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Step Action 

 
3. 

 
Enter the following required information: 

• Project Title 
• Project Category 
• Project Type 
• Short Description 
• Description 
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Step Action 

 
3a. 

 
• Optional field:  enter a Non-Profit Partner (if applicable).  This 

represents an organization that your volunteer project is either 
benefitting or the project is being done in partnership with this 
organization. 

• The Project Lead will default to your name since you are 
entering the project into volunteer now.  To change this to 
another Pioneer, click the “Change Project Lead” button and 
search the volunteer now database for the individual who will 
be the project lead. 

• The Chapter/Council/Club field will default to whatever is on 
your personal Pioneer record.  If you are managing other units 
you would be able to change this as needed. 

• Visibility: “Public” means that anybody searching in volunteer 
now can see your project in their search results and sign up for 
that project online.  “Private” means that only individuals in 
the specific Chapter/Council/Club will be able to see that 
project in searches, and sign up for it online. 

• Project Location/Address/City, State/Province, Zip 
o Indicate where the project will be taking place.  If the 

project has no specific location you can enter in the word 
“various” for the Project Location field, “various” in the 
address field, but do use a specific City, State/Province, 
Zip if possible.  This will help the project to be found 
online in searches. 
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Step Action 

 
3b. 

 
Finish the details screen with some additional information if 
applicable.  The final three sections of the screen are optional 
information. 
 
When completed, click the “Save and Continue” button at the bottom 
of the screen. 
 

 
 
 



   

Volunteer Now Reference Guide   26 
March 25, 2010 

 
 
 
 

Step Action 

 
4. 

 
Adding timeslots to a project accomplishes two key things.  It gives 
you the ability to create volunteer “positions” which describe what a 
volunteer will be doing at the project, and the dates/times they will 
be doing those activities for the overall project. 
 
Timeslots can be set up as one-time or recurring whichever is 
appropriate for the project you are creating. 
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Step Action 

 
5. 

 
To add the time(s) for the project along with any details about what 
volunteer activities will be happening at that time, double-click on 
ANY date in the calendar display to bring up the “time slots” pop-up 
window. 
 
When you have filled in the required and optional fields (if 
applicable), click the “Insert” button at the bottom of the screen to 
insert that specific timeslot into the project. 
 

     
 
 
Repeat this process as needed to add all volunteer positions and 
timeslots to the project. 
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Step Action 

 
5a. 
 

 
When you click the “Recurring task” check box additional fields will 
appear in the “Recurrence” section of this screen.  You can indicate 
the Start/End Dates and Time, how often the project occurs, when the 
project takes place (i.e. the example below shows that the project 
starts on January 1, 2010 from 10:00 am to 3:00 pm, and meets 
monthly on the first Thursday of every month.  The project is set to 
end by 12/31/2010 so that every month of the year will have a 
timeslot created for the first Thursday). 
 
Click the “Insert” button at the bottom of the screen to insert all 12 
timeslots into the overall project. 
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Step Action 

 
6. 

 
Once all timeslots are created, click either the “Save and Return 
Later” or “Submit for Review” button. 
 
Save and Return later will put your project into a “Pending” status and 
you can edit it further if needed.  Once your editing is completed, you 
can then submit it for review. 
 

 
 
When you click “Submit for Review” your Pioneer Unit’s Volunteer 
Now administrator is notified that you have created a new project in 
the system.  Your administrator will review the project and approve or 
deny it.  Once they either approve or deny it, you will receive an 
automated notification email from volunteer now with the review 
results.  Most projects are approved – it is very rare that a project 
would be denied and if that does occur, your administrator most likely 
will be in personal contact with you about their decision. 
 

 
7. 

 
After your volunteer now administrator approves the project, it then 
becomes active in the system.  At this juncture, your project can be 
found in searches and signed up for online. 
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Project Administration 

 
This area of volunteer now allows you to manage projects that you have 
created as the project team leader and easily see what categories your 
projects appear in.  Additionally, you can view who has signed up for your 
projects, you can send those individuals e-mails, and you can report hours for 
your projects. 
 
**If you are a volunteer project administrator, you will also have 
additional capabilities in this area of volunteer now that allows for the 
approval or denial of projects that are created and submitted in volunteer 
now by project team leaders** 
 
 
 

Step Action 

 
1. 

 
To access “Project Administration” click the link in the left navigation 
panel. 
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Step Action 

 
2. 

 
The “volunteer project administration” screen will display the various 
categories of projects: 
 

• Active projects – projects in the system that can be found in 
searches and signed up for online 

• Pending projects - projects that you saved to return to later 
• Closed projects - projects that have taken place in the past 

where no further hours are being entered 
• Denied projects – projects submitted that were denied by your 

volunteer now administrator for whatever reason 
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Step Action 

 
2a. 

 
The default view of your projects shows those that will occur or have 
occurred…”in the future.”  To change this, click into the drop down 
and select another value if needed. 
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Step Action 

 
2b. 

 
To view the project details more fully, click on the appropriate 
section title (i.e. active projects) and then click on a project title to 
expand the detail view. 
 
To see who is signed up to volunteer, to report hours, to send an e-
mail to volunteers, click the “Manage Hours” button. 
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Step Action 

 
3. 

 
Individual and bulk hours can be reported for volunteer now projects. 
Individuals who have signed up for the project online will 
automatically show up in the “Individual Volunteer Hours and Units” 
section of this screen. 
 

• You can also add individual volunteers to your projects by 
clicking the “Add Volunteer” button at the bottom of the 
screen. 

• To report bulk hours, click into the appropriate field and enter 
the number of members or hours 

• When completed, click the “Save hours” button at the bottom 
of the screen to save both individual and bulk hours. 
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Step Action 

 
4. 

 
After clicking the “Add Volunteer” button 
 

• Search for the individual in the system using as much criteria as 
you know about them: 

 

         
 

 
4a. 

 
Click the box next to the correct volunteer in the search results and 
click the “Add Selected Volunteer(s) button. 
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Step Action 

 
4b. 
 

 
Select the appropriate timeslot that you are assigning that volunteer 
to, and click the “Add Volunteer(s) to Time Slot(s)” button. 
 
 

 
 
4c. 

 
Enter the # of hours that volunteer worked, any completed units (if 
applicable for the project) and click the “Save hours” button. 
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Repeat this process as needed to add all individual volunteers to the 
project, as well as their hours. 
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Volunteer Project Administration 

 
Specific individuals within your group will be responsible for reviewing projects 
that have been created in volunteer now.  This review process is to ensure that 
the projects meet the guidelines for Pioneer volunteer projects.  The 
following steps are illustrated for those individuals who will act as 
Volunteer Project Administrators. 
 

Step Action 

 
1. 

 
After logging in to volunteer now, click the “Project Administration” 
link. 
 

       
 

2. 
 
Projects pending your review are located in the section entitled 
“administrator review.” 

       
 

3. 
 
To open the project details, click a project title. 
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Step Action 

 
4. 

 
Once the project details are open, you can review all the information 
that has been submitted for that specific project. You have the ability 
to: 
 

• Edit the project details, if needed 
• Edit the project timeslots, if needed 
• Approve the project if it meets with project guidelines.  When 

you click “Approve Project” an e-mail is sent to the individual 
who submitted the project in volunteer now indicating that the 
project has been approved.  Approved projects become active 
in volunteer now, meaning they are searchable and volunteers 
can begin to sign up to participate in that project. 

• Deny the project if it does not meet with project guidelines.  
When you click “Deny Project” an e-mail is sent to the 
individual who submitted the project in volunteer now 
indicating that the project has been denied. 
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Volunteer now Reports 
 
Volunteer now end-users with the appropriate user roles and permissions 
will have the ability to run reports to track volunteer project activities. 
 
The details to run these reports is illustrated below. 
 
 

Step Action 

 
1. 

 
Click the “Reports” link in the left navigation panel. 
 

                  
 

       
 

2. 
 
Select a report to run. 
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Step Action 

 
3. 

 
Enter the appropriate report criteria and click the <Run Report> 
button. 
 
 

 
4. 

 
The finished report can then be exported to an Excel spreadsheet or to 
an Adobe .pdf document. 
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VOLUNTEER NOW Volunteer now E-mails 
 

VOLUNTEER NOW Scenario 
 

E-mail is sent to 
 

 
A project is approved in volunteer now 
that matches up to a Pioneer’s Profile of 
Interests or Skills and Talents 

 
Any Pioneer in volunteer now with 
matching interests, skills and talents 
on their profile 

 
A volunteer commitment is tomorrow 
 

 
Any Pioneer who signs up to be 
reminded of a volunteer project they 
have committed to and that project is 
“tomorrow” in their volunteer profile 

 
Report Volunteer Hours – volunteer 
project date(s) is in the past 

 
Any Pioneer who signs up to be 
reminded to report their hours as part 
of their volunteer profile 

 
A volunteer project has been created 
and submitted for review in volunteer 
now 

 
The volunteer project administrator 
receives notification of the new 
project and can log in to volunteer now 
to review and approve or deny 

 
A volunteer project has been approved 
or denied 

 
The Pioneer who created and 
submitted the project is notified of the 
results (approved or denied) 

 
A volunteer cancels their participation 
 

 
The project lead receives notification 
that a volunteer has cancelled 

 
A volunteer reports their hours for a 
project that is in volunteer now 

 
The project lead receives notification 
that a volunteer has reported their 
hours in volunteer now and for what 
project 

 
Tell a Friend 

 
Anybody can choose to send up to 10 e-
mails to friends and family to notify 
them of a specific volunteer project 
and encourage them to participate 

 


