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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:

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

e Sign up for volunteer projects with a one-click registration process

e 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

e 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)

e 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

e 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

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

e 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

e 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)

e Access volunteer resources online to assist with frequently asked
qguestions
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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 - Home - Mozilla Firefox Bg‘
Fle Edt View Hgtory Bookmarks Took Help @ Denver: Partly Sunny, 32°F oo | o] | ol i o | | P | D
8 C {ar b | [ bt pioneersvaluntear.org/ 77 - [*9- pP

[~ Gmail - Inbox - riciazee@gmail... | ) Pioneers - Home 8| + .
-~

home contact us  |search 3
%’ﬂ log in
p Ion e ers mermber centar Join pioneers donate volunteer pioneers essentials aboutus |Chck here tolog in to your profile

Pioneers Website Home Page

web login

One web login gets you into volunteer now!, Project Connect, and Fower Up to Read,

* volunteer now! — Search for projects and programs to wolunteer for in your local
community.

o Project Connect — Flay a series of 7 web-based learning applications that combine a fun,
gaming experience with educational content related to our everyday experiences with the
telecommunications industry.

s Power Up to Read — Become a tutor using this engaging multimedia praogram with
universally designed features to help all kinds of students learn to read with successs, The
program incudes leading-edge interactive features including animated coaches, multimedia
glossaries, and online waorklogs to monitor student progress,

log in

If you have an existing Username and Password to either volunteer now!, PALS, Project Connect, or
Fower Up to Read use those credentials to log in here.,

User Name: | vourusernarne

Password: | sssssss

Forgot your username or password?

Web login screen
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After you have successfully logged in, you will see the “pioneers center”
screen. Click the “volunteer now” link.

pioneers center

welcome, patricia - what would you like to do?

Profile Management
® Become a Fioneer!
Become a member of the world's largest industry-related charitable non-profit volunteer

arganization!
+ Edit My Profile
Change your contact information,

Pioneer Applications

s Fioneer Alliance Linkage System (PALS)
iduals in your chapter fie

-
Create@anage and find Pioneer volunteer opportunities,

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

volunteer now

volunteer now

about volunteering

We're working on prajects all over Morth America, and we're always looking for new volunteers.

Want to save the planet? Flant trees with Pioneers. Believe in the power of books? Help children
learn to read. And if geography's your thing, work with us to bring colorful, large-scale maps to
community playgrounds.

Take a look at our current volunteer work including Pioneer-driven Frojects and Fioneers
Partnerships.

quick search

Enter your city and state to find volunteer opportunities in your areal

Company | Mo Freference v |

city |

State/Province

g

Volunteer Now Reference Guide 4
March 25, 2010



pionee ﬁ

Link Definitions

e 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.

e 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.

e 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.

e 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.

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

e 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.

e Volunteer Resources displays links to various topics of online help.

e 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.

e 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.

?) Pioneers - Home - Mozilla Firefox

File Edit View Hstory Bookmarks Tools Help @ Derver: Partly Surny, 32° F | A Eon | Q}'& 2| 1P | P | Y
- C X & @- U htp: /A, plomeer svoluinteer.org/ i B J:
M Gmal - Inbox - triclazee@gmal... | | | ] Pioneers - Home 8| + -
~
L > :
* Inn
p Ioneers member canter join pioneers donate volunteer pinneers essentials aboutus  |Click here to log in to your profie

a volunteer network

2. Click “my profile” in the left navigation panel.

volunteer now

Volunteer Now Reference Guide
March 25, 2010


http://www.pioneersvolunteer.org/�

pioneers

Step Action

3. Click the checkboxes that represent your volunteer interests.

interests
Flease check all that apply

D&\dministrative Support Hurnanitarian/Disaster Relief

[ Jarts/Culture [ Jmilitary

[ [child welfare [ Jrioneer Leadership
|:|Disadvantaged;’Underprivileged DPrDject;’Pngram Planning
[ [Fducation [ ]social Services

[ [Enviranmental [ ]special Events

[ JFundraising [ Irechnical /P

[ Healthywellness

4. Click the checkboxes that represent your skills and talents.

skills and talents
Flease check all that apply

[ Jpcoounting [ [crafts [ Music [ Jsianing

[ Jpdministrative [ |pata Entry [ Mutrition/Health [ ]social Events

[ Jartist [ |Editing [ Jorganizational [ Jsports

[ Jpi-Lingual [ [Electrical [ JPairting [ Jrelephone

[ [Carpentry [ JFirst aid [ JPhotography [ Theater

[ Jceramics [ JFitness/Excercise [ |Plurnbing [ Jrraining

[ [Clerical/Secretary [ |Gardening [ JPower Paint [ Jrranspartation

[ IClown [ ]Gopher [ JProject Leadership [ [Tutoring

[ computer [ |Graphics [ JPublic Speaking [ Jwolunteer Management
[ ICooking/Baking [ Handyman [ ]Quilting [ wallpaper/Painting
[ |casmetolagy [ Jknitting [ JReading [ |weh Design

[ JcPr [ Leadershin [ |sewing [ Jwriting
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Step Action

5. | Click the checkboxes that represent your availability to volunteer.

availability
When are you typically available? {(please check all that apply)
[ weekday Mornings [ |weekend Marnings

[ |weekday afternoons [v]weekend Afternoons
[[weekday Evenings [ |weekend Evenings

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.

volunteer comments

Flease indicate any comments that might be beneficial to the project manager.

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

communications

E-mail when a project has been submitted for Administrative

Review.
E-mail when an individual has volunteered for a project for =5
which [ am either the Qwner or Leader.
E-mail me when a new project in my Chapter, Club, or Council 3
matches my Interests, Skills and Talents, or Availability.
E-mail me a reminder the day before I have a volunteer 5
commitment.
E-mail me a reminder to record my hours after a volunteer e
project has concluded.
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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.

d

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.

changes saved!

Your changes to your volunteer profile have been saved.

Volunteer Now Reference Guide
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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.

yalunteer pioneers essentials ahout
wiolurtesr now training chnical assistance
projects 4

volurteer resources b

volurteer days

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.

search volunteer opportunities

quick search

Enter your sponsor company, dty and state to find volunteer opportunities in your areal

Company || Mo Comparny Preference v
City
Laave blank to search all citias

State fProvince -
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Step

Action

2. When the search results display volunteer projects that meet your

Date

Title

Category

Citty/State

Recurring

Description

criteria, you can click the “view” button to see full details of a
specific project.

2

F

L/LL/2009

12/31L/2010
L0/17/2009

12/31/2010

2/1/2009 -
12/31/2010

1/1/2010 -
12/31/2010

L0/ 172009

12/31/2010

1/1/2009 -
12/31/2010

L2010 -
12/31/2010

1712009 -
12/31/2010

2/1/2009 -
12/31/2010

3712009 -
12/31/2010

Bonfils Blaad Drive
Channel 9 Health
Fair

Denver
International

Airpart

Denver Rescue
Mission

Greeting Cards far
St Jude's

Hug-a-Bears

Meals on Wheels

FMHFC Financials

It Plains Chapter
Financials

It Plains Chapter
Mermbership

Health &
Human
Services

Health &
Human
Services

Health &
Human
Services

Health &
Hurman
Services

Health &
Hurman
Services

Health &
Human
Services

Health &
Human
Services

Pianeer
General
Activities

Pianeer
General
Activities

Pianeer
General
Activities

Denver, CO

Denver, CO

Denver, CO

Denver, CO

Denver, CO

Denver, CO

Denver, CO

Marthglenn,

co

Denver, CO

Marthglenn,

co

Ma

Ma

Ma

Mo

Mo

Mo

Mo

Mo

Mo

Bonfils Bload Drive

Assist where needed at Health Fair

Denver Internatianal Airpart

Callect danated items 2t deliver to Missian

B & Mail Frants of Greeting Cards

Hug-a-Bears

Valunteers deliver meals to seniar citizens

IMHFC Financials

It Plains Chapter Financials

Update Membership Data Base & Pull Reports

View

View

View

View

View

View

View

Wiew

View

FEDFEEEREE

Wo<[123»

21 items in 3 pages

EB5e Searh

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.

Volunteer Now Reference Guide

March 25, 2010

11



pioneers

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.

home  contact us  |search »
% login
ploneers member center join pioneers daonate pioneers esgentiale aboutus press room

volunteer now : search oppartunities : project details

search opportunities bonfils blood drive

project details

Project ID 13426
Title Bonfils Blood Drive
Dates January 11, 2009 — December 31, 2010
category Health & Human Services
Type In Person
Short Description
Description “/olunteers give blood or assist with the volunteers who are donating
Project Lead Mr. ARNOLD SCHEMCK
Project Owner/Submitter Katherineg M, Kautz

Chapter/Council/Club AT&T Fioneers > Mountain Plains #141 > Mountain Flains Clubs Only =
Mile High Frontier Mixed Club
Non-Profit Partner BONFILS Blood Center
Project Location AT&T Building

Address 2535 East 40th Avenue
Denver, CO 80205

Who Can Volunteer? Adults, Seniors
Interests Health/wellness
Skills and Talents Gopher

Time Slots
Description Start End s\u;s{
Remaini
Donate bload ar assist with donars € Jan L T30AM | Jan 1L 130 PM | 75 violunteer
Work bload drive and or donate blaod @ Mar 0L, 5:00 AM | Dec3L 3:00 AM | 58 violunteer
Donate blood ar wark blood drive for Banfils | Jan 0L 12:00 Dec 3L 12:00 .
9 AM AM 59 “olunteer

site map  privacy policy

Volunteer Now Reference Guide
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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.

Time Slots

Slots
Remaining

Danate blaad ar assist with donars @ Jan L1 T30 AM | Jan LL L30PM IE SYoluntesr

Wark blaad drive and ar donate blaod @ Mar 0L, 8:00 AM | Dec 31, 9:00 AM | 58 %er

Description Start End

Danate bload or work blaod drive for Banfils Jan 0L, 12:00 Dec 3L, 12:00
(7] AM Al

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.

o]

Volunteer Now Reference Guide 13
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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

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

volunteer now

luntear haurs

h opportunities ‘h

Iy prafiie

advanced search

Project ID |:|

Project Title |

Project |

Category

project Type

Non-Profit |

Partner

Who Can
Volunteer?

Project Dates

Project Location

Organization

[kids [JTeens [ Jadults [ Jeniors [ ]Groups [ Janyone

On or After
and an or Before

City | |
State/Frovince
Zip/Fostal Code |:|

Company |AII Companies v |

M

Volunteer Now Reference Guide 14
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Step Action

la. | 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.

e Project ID - search by the volunteer project ID number (if known)
or leave blank

e Project Title - enter the title (if known)

e Project Category - select an appropriate category (or leave blank)

e Project Type - select a project type (or leave blank)

e 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)

e Who Can Volunteer? - select one or more options as appropriate
(or leave blank)

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

e 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)

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

e 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.

Volunteer Now Reference Guide 15
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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.

project administration

teer hours

Volunteer Now Reference Guide 16
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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.

report volunteer hours

report hours for your most recent projects

Location  Begin End
Time Time

Bonfils ATRT Building  1/1/2010
Blood Crive 12:00:00 12:00:00 work blood d =
Al Al for Bonfils */'
Sparking Atlanta 2/27/2010 2/27/2010 Packing Comfort por‘t Hours
Support for Mariott 1:00:00 AWM 2:30:00 PM Kits for Military
Soldiers Marguis, Deployed
and Their  Grand Cverseas
Families Ballroom &, B,
Channel 9 Varies 10/17/2009 10/18/2009 “olunteers assist
Health Fair 12:00:00 12:00:00 when & where l:l l:l Report Hours
A A needed at a
Health Fair

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.
projects you signed up for in pals

The following list reflects projects that you have signed up to volunteer for, You may continue o

report and/for change your hours as necessary until the project team leader has closed the project

» bortfils blood drive

» co mile high council

» trish test project 2 87272009

» sparking support for soldiers and their families

g easter egg hunt
» give back without leaving the office

» adopt aflower bed, trail or park

» test project - aliant pioneer volunteers

Volunteer Now Reference Guide 17
March 25, 2010



pioneers

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.

> co mile high council

Project ID 15750
Title CC Mile High Council
Dates January 15, 2010 — December 17, 2010
Category Fioneer General Activities
Type In Person
Short Description Lap Robes
Description Expansive description
Project Lead Earbara &, Palmer
Project Owner/Submitter s, Fatricia Zimmerman
Chapter/Council/Club Qwest Pioneers > COLORADC #8 > Auraria Councl
Project Location “Jarious

Address ‘Jarious
Denver, CO 80202

Time Slots
Description Start End Haurs Reparted
> | Cuftting out patterns L7 Jan 21, 200 PM Dec 14, 5:00 PR 5 Cancel
——————
: Reeor’r Hours§b :
2b. Individual Yolunteer Hours and Units

M=, Patricia
Zimmerman

tzimmerman@pioneersvolunteer.org | Aurora, CO

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

Volunteer Now Reference Guide 18
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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.

other volunteer projects

This section reflects projects and hours you are reporting after the praject has already taken
pPlace. These projects were NOT in the system prior to their occurrence, You can record details and
hours for past projects that were a group effort, or an independent effort (for example, you
volunteered on your own at your local soup kitchen and wish to receive credit for those hours),

Show proie begkaarill b pocurred

|at any paint in the past or future (all projects). v |

{ » denver rescue mission

» pioneers hq military care kit packages

+ soup kitchenvolunteering

¥ test project trish zimmerman

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.

Repc_@ Hours |

Volunteer Now Reference Guide 19
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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.

volunteer hours

You may use this space to record not only your own hours, but those of other volunteers for
whom you have been asked to report,

_I:iuurs Worked  Units Completed

Volunteer City/Stat-:

Ms, Patricia tzimmerman@pioneersvolunteer.arg Aurara, CO
Zimmermarn

2f. | When your entries are completed, scroll to the bottom of the screen and click
the “Save Hours and Units Data” button.

o

i |

U
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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.

Volunteer Now Reference Guide 21
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a volunteer network

hams contact us [search. | »

¥Ou are Wld.i;l #¢ trimmerman. [log out]
piomeers’1lE - -

mamoercanter | joinpianesrs | conats | votuntesr | pionears eseersas | abotus | presseoom |
# weluntes networ -

veluter o | create project

create a new project

O HTML D Prevew

Non-Profit Partner I =

Other: | |

M. Paci Zinnerms [ e et o
Company | Fianeers HO -

Chapter Mo Chapter #00 | &)

Coungl  [MNa Councd =)

Chub Mo Cluby |

Prajuct Lead

public ) private

| Motes Public prsjacts vl a availabla for ssgn-us frem anpens ) the sysiem. Pivate ersects wil
only be visible to individuale in the s ame company. dhapter, coundl. or dub s you.

] [ | |

Who Can Volunteer?  [Tjide [reons [Tdute [Bemors [Jaroups [TAnyone
Interests  [“paministrative Support [ HumanitananDicastar Rekiaf

Acterasts sl da wred 0

b roaech porasent] [ rE8/Citire [Daiitary
iokintears Meare chosse [johild Wefare [Pioneer Leadarship
#¢ laast ane itwrmat Mot [ “picadvantaged/Underpriviagad [ Project/Program Planning
R ducation [Tacial sorvicos
[TEnvironmental [specsl Events
[CFundraising [[rechnicaiec
[T Heazh/walnass
skils nd Tolonts ooneng et s Csonn

e 5 [Cpdministative  [pata Enry [Pueisonfeatth [ Sodal Events
wetunbial veluntnas Muace [ JADSE [diting [Prganizaanal  [pors
ocsn st leash ene [TpLingual [CElectncal [painting [ralephone
tha posgece | J-aPETRTY [CFstaid [Photography  [[TTheatar
[[Jeramics [[Feness/Excarcisa [ Plumbing [_Ifraining
[Mctencalfsacrotary [TGardening [TPawer Paint [Ifransportation

e e DSe W
[Ccemeutar [[araphies [Public Speaking [ Molunteer
Management

[feooking/@ating  [“Handyman [witting [Wallpaper/Panang
[Tesmetology  [Tknitting [[Reading [[web Dasign
= [eadersha [pewng [Criting

Aite map  provacy pohey
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Step Action

3. Enter the following required information:
e Project Title

Project Category

Project Type

Short Description

Description

Project Title || Enter vour projecttitle here
Project Category i
Project Type b

Short Description || Enter a short description of the praject

Description |-:§‘. R T BJ| B 7 U A~ - FontMame ~|ldpx -

Enter as much detail as needed in this long description text box. You can
format your text by bolding, /taficizing, underlining, changing font colors,

changing the font type, or changing the font size.

/ Design | €¥HTML G Preview

Volunteer Now Reference Guide
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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.

Non-Profit Partner 3

Other:
Project Lead 5. Patricia Zimmerm:
chapter/Council/Club Company | Pioneers HG e
Chapter | Mo Chapter#000 v
Council Mo Council |+
Club Mo Club »

WAHL ‘;-‘ Public ‘i‘ Private

Nate: Public projects will be available for sign-up fram anyane in the systam. Private projects wil

only be visible to individuals in the same company, chapter, counil, ar dub 25 you.

Project Location
9., Georgia Dome, Georgs
Washingtan High School,

Address

City, State/Province, v
zip
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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.

Who Can ¥olunteer? [ ids [ JTeens [ Jadults [ |Seniors [ ]Groups [ Janyone

Interests [ Jadministrative Support [ Hurmanitarian/Disaster Relief
Intarasts will be urad to | i
help match porential D&r‘tstu ture DMI itary
voluntasrs. Please choose DCh”d Welfare I:‘F‘iDnBBI’ Leadership
at least one interest that [ Jpisadvantaged/Underprivileged [ JProject/Program Planning
lias to thi k.
FepREs T e g [ [Education [ Jaocial Services
[ [Environmental [ J5necial Events
[JFundraising [Jrechnical/pC
[ Healthfwelness
Skills and Talents [ Jpecounting [crafts [(JMusic [ Jsigning
Skills and Talants will be L. X . .
wsed to hels match [ Jpdministrative [Jpata Entry [JMutrition/Health  []Social Events
potential volunteers. Please D&I’tlSt DEdltlﬂg DOrganizatiunaI DSDDI"‘:S
choose at laast one [ pi-Lingual [ JElectrical [JPainting [ relephone
shillftalant #hat applias Fo . .
s [J=arpentry [JFirst &id [JPhotography [Theater
[ Jceramics [ JFitness/Excerdse [ JPlumbing [rraining
[ [clerical/Secretary [ ]Gardening [(JPawer Paint [ Jrransportation
[(Jclown [Jopher [Jproject [Tutoring
Leadership
[ Jcomputer [ JGraphics [[JPublic Speaking [ Molunteer
Management
[Jconking/Baking [ Handyman [(Quilting [ #allpaper/Painting
[Jcosmetalogy [ Jknitting [[Jreading [ weh Design
[JePr [Jreadership [(Jsewing [wiriting
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Step

Action

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.

* you are logged in as tzimmerman, [log out]
.
ploneers mermber center join pioneers donate pioneers

avolunteer network

Calendar view - click Day,
Week, or Month te change
the calendar display

volunteer now ¢ create project : add time slots

crohns and colitis walk at the denver zoo tim

Use this page to add or edit your project's time slots, At any time, you may click the 'Save and Ret
Later' button at the bottom of the page to save your progress come back at a later date and ma
further changes to your time slots, For more information on how to use this page, click here,

O tody = 3/28/2010 - 4/3/2010 ( Day Manth ﬁelme
Sun, 28 Mon, 20 Tue, 30 Wed 3L Thu LT rim—

all day

gam

gam

103m

11am

120m

1pm

2pm

3pm

You can enter
timeslot
information and
save it and
return later if
needed.

Apm

5pm

£ Show 24 hours.., /

site map  privacy policy
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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.
Sll_b!'e_f_‘{ljﬁ'_'iff_ Descript.it_)l.l_ Registration Volunteers
-.f."-ﬂ;h'.E“.‘.iT.i;'.'e 6/19/2000 | [ 530 AM 0 tole/wae [ [2oem [T
D Al day D Recurring task
Notes/Com ments

Check-in event participants, collect pledge sheets and donations, hand out t-shirts,
give directions.

Minimum # of Volunteers

25

Maximum # of Volunteers |:|

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.

Subject/Brief Description || Hug-A-Bears Pattern makers, sewers, stuffers, deliveries

Start/End Time || 1712010 | [00aM (5 to 3:00 PM (c]

D All day Recurring task

Recurrence

O Hourly O Day |l |of every|l |monthis)
O Daily @® The |[first % |Thursday  + of every|L [monthis)
O weekly
® Monthly
O Yearly
Range of recurrence: ,::::, End after J

® end by (12302000

Notes/Comments —
! This is aur manthly Hug-A-Bears group. We need volunteers to make patterns, sew

the bears, stuff the bears and deliver the bears to needy groups. You can volunteer for
any ar all of these steps in bear construction!

Minimum # of Volunteers 75

Maximum # of Volunteers
ancel
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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.
project administration ‘h
unteer hours
apportunities
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Step Action

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

e Active projects - projects in the system that can be found in
searches and signed up for online

e Pending projects - projects that you saved to return to later

e Closed projects - projects that have taken place in the past
where no further hours are being entered

e Denied projects - projects submitted that were denied by your
volunteer now administrator for whatever reason

volunteer project administration

my projects

Projects you have created are listed below.

<

Show projects which will occur or have ‘ in the future
occurred...

» active projects (4)

¥+ projects submitted for review (0)
+ pending projects (0)

» projects needing time slots (5)

» closed projects (D)

» denied projects (D)

administrator review

Az a Staff Administrator, you are authorized to edit any and all Wolunteer Management projects
that have been submitted for review.

» mciss

+ relayfor life midiand county michigan

|
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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.

my projects

Frojects you have created are listed below,

Show projects which will occur or have :in the future.
occurred...

within the last 30 days.
} active projects (4) within the last b months.

= oy paint e s
ndin cts (0

} projects submitted for review (0) ot ary poirtin the past

at any pointin the past or future (8ll projects)
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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.

¥ active projects (4)

Active projects include those projects which have been approved by a Wolunteer Management
Administrator, but have not yet been closed. These projects may have happened in the past, but have
not yet completed the "Project Close" process,

* O Mile High Council [Mare Information]

* Crohns and Colitis Walk at the Denver Zoo [Maore Information]

Project ID 17356
Title Crohns and Colitis Walk at the Denver Zoo
Dates January 7, 2010 — December 2, 2010
Category Life Enrichment
Type In Person
Short Description Assist with one of Denver's premiere Walk events
Description Text
Chapter/Council fClub
Project Location Cenver Zoo

Address City Park
Denver, CQ 80202

Who Can Yolunteer? Anyone
Interests Special Events, Education, Health/Wellness

Skills and Talents Fitness/Excercise, Social Events, Organizational, Wolunteer

Management
Time Slots
- - Min M Current
Description Start End . iy o

Vals Vals Vals

> 0

Jun 19, 8:30 Jun 19, 12:00
Registration Volunteers L2 Al ! I 25 oo il
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ttanage Hours

Clone Project

Delete Project
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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.

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

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

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

report my volunteer hours for crohns and colitis walk at the
denver zoo

hours

The following is a roster of all volunteers for this project (by time slot) and the hours they have
reported. You may edit these hours as appropriate.

If you worked a fime slot that is not listed here, you may search for that time slot and sign up for it
now by using the Search Cpportunities page.

T registration velunteers: jun 19, 8:30 am - jun 19, 12:00 pm
Individual Volunteer Hours and Units
There are no volunteers signed up for this time slot.

Bulk Hours and Units

2010 June O
¥

* Note: Hours for future months cannot be reported.

Add Wolurtesr
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Step Action

4. After clicking the “Add Volunteer” button

you know about them:
add a project volunteer

search criteria

Name |Fatricia Zimmerman
E-mail
City or State

Organization Company | All Companies Y

4@_1

e Search for the individual in the system using as much criteria as

4a. Click the box next to the correct volunteer in the search results and
click the ““Add Selected Volunteer(s) button.

Volunteer Now Reference Guide
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search results

Click the box next to each volunteer you would like to add.

Volunteer Chapter |Council Club
[[] PATRICIA ZIMMERMAN  AT&T C-N-H Mo, CA/No.  MorCalfvada
#130 MW frea Mixed Club
[ PATRICIA A ZIMMERMAN COLORADO  Colorado  Foathills LMC
2 Clubs Only

atricia Zimmermman

New Search Create New Volunteey

City/State

Reno , MWy

Westminster ,
co

tzimmerman@pioneersy Aurora , CO

Volunteer Now Reference Guide
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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.
crohns and colitis walk at the denver zoo
Select one or more time slots from the list below to add each volunteer to that time slot,
Ms. Patricia Zimmerman
Description Start End
gistration volunteers Jun. 19, 8:30 AM Jun. 19, 12:00 PM
4c. Enter the # of hours that volunteer worked, any completed units (if

applicable for the project) and click the “Save hours” button.

= registration volunteers: jun 19, 8:30 am - jun 19, 12:00 pm

Individual Volunteer Hours and Units

Volunteer E-mail City, State/Provinr= Hours Jnits
Reportec Completed

tzimmerman@pioneersvolunteer.org | Aurara, CO

M=, Patricia
Zimmerman

Bulk Hours and Units

Manth Total # Reg # Life Partr
Hours|Reg | Hours Life | Hours | Partner|Hour

20ta3une* 0 [ o] o) o[ o] o [ o[ o[ o[ o [ 0

* Note: Hours for future months cannot be reported.

iadd Volunteer:

38
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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.

project administration

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

administrator review

As a Staff administrator, you are authorized to edit any and all Volunteer Management projects
that have been submitted for review.

» relay for life midiand county michigan

3. To open the project details, click a project title.
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administrator review

Az a staff Administrator, you are authorize
that have been submitted for review,
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Step

Action

4. Once the project details are open, you can review all the information

to:

that has been submitted for that specific project. You have the ability

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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~mcfss

Project ID

Title

Dates

Category

Type

Short Description

Description

Project Lead

Project Owner/Submitter
Chapter/Council /Club
Project Location

Address

Who Can Volunteer?

Interests

Skills and Talents

17344

MCFSS

February 1, 2010

Life Enrichment

In Ferson

Joint Project with County Support Agency

Telecom Pioneers are jointly helping with this agency to provide
support, and help for family abuse.

Ms. Patsy C. Roach

James P, Brown

ATET Pioneers > Oklahoma #41 > Lake Texoma Life Member Council
Madill, Cklahoma

114 5. 1st
Madill, QK 7344¢

Anyons

Sacial Services, Child Welfare, Disadvantaged/Underprivileged,
Health/wellness

Project Leadership, Social Events, Telephone

Time Slots
S - Min Max Current
Descriptian Start End Vals Vals Vals
Miscellaneous projects ta help with MCFSS Feb 01, 12:00 Feb 01, 12:00 3 . 0
o AN A -
Edit Details Edit Time Slots Apprave Project Deny Project
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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.

reports

teci .

volunteer management reports

choose report

: Select a Feport to FBun k

Select a Report to RBun

“olunteer Faricipation Detail

Paricipation Summary (FTS-Stvle)

Paricipation Summary by Chapter (FTS-Style)

Paricipation Summary by Chapter (FTS-Style) [Bulk Hours Date-Limited)
Project Wolunteer Roster

Project Leader Summary

“olunteer Data by Congressional District

Yolunteer Data by Company, Chapter, Council, and/or Club

Yolunteer Data by Individual

Man-Profit Panners Served

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
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