EZCblunteer

Introduction To Managing Volunteers
For Campus Coordinators
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Training Agenda
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How Volunteers Register

The Volunteer's Account Area

Signing In With As A Volunteer Coordinator
What's new with VIPS

Working Your Volunteer List

Creating/Managing Opportunities
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Step 1: Account Set Up

Cptions | W
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Volunteer Registration: Account Credentials

Setup the Username and Password for your volunteer account. This wil be the account credentials you use to sign-in to your account after you
have been approved to volunteer.

Your Username can be your Emmail Address but is not required to be. Your Password must be a minimum eight characters, which can include
letters and numbers. Do not use any special characters in your Username or Passwaord.

If you already have an account to receive announcements from our organization, please use the same account credentials to create your
volunteer account. This will avoid setting up a duplicate account in our database.

By completing this registration process you acknowledge and agree that our organization may run a criminal background check as a condition to
approving you to volunteer in our schools. If for any reason we do not approve you to volunteer we will notify you and provide you with details

on how to correct any inaccurate information used in making our dedcision. If you do not wish us to perform a background check do not
proceed with this registration and you may not volunteer in our schools,

Username must be
ername: | unique. Email not
Passvors: | required.

Confirm Password: |

Type the characters you see displayed below. No spaces are required between words,

I can't read this
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Step 2: Contact Details
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Volunteer Registration: Contact Details

Provide full name, address and ermail so we can contact you about volunteer events at our schools.

Name & Physical Address

First Hame *:

Middle Hame:

|
|
Last Hame *: |
Home Address *: |

City ®:  [Fort Collins
State: co -
Zip Code *= |

Email Address(es)

Primary Email Address - |

Secondary Email Address: |

Phone Mumber(s)

Primary/Home Phone *: l_ ’_ ’—
Work Phone : l_l_l_
Mobile Phone: | || || |

Default values set for
City and State.

Primary phone required
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Step 3: Affiliations

RELATRIX@

Volunteer Registration: Affiliations

Please choose your other affilistions with cur school system, This will help us better understand the make-up of cur volunteer corps, and keep track of various organizations that
are participating in our voluntesr services program.

|:|Parent

Business /Qrganization Partner

DGrandParem:
%ﬁﬁm Must choose one

I:‘CnmnanityMember afﬁliation

D\(o&mteers of America

My affiliations are (zelect at least one):

|:|Fa1'th- based Group
Hewlett Packard

D{h:her

If you selected Business/Organization Partner
above, please find the name of your employer in
this kist. If vou select "Unaffiliated” as your Owganization Mame - |
business/organization, please tell us the nams of . o )
wyour employer in the text box that appears.

Regis University -~
PSD

Other

Front Range CC

csU

AIMS CC s

If you selected student, please chooss the school
for ganization that you attend.
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Step 4: School & Opp Preferences
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Volunteer Registration: Preferences

Registered School REGISTERED SCHOOL

|Select the school where you are registering to volunteer, or where you will be spanding most of your time, and your affiliztion with that schoal,
You can selert other schooks later

“Volurieer Cener -
Preferred Schools:
Plezss sslect amy other schools whers you would zbso like 1o volunteer

Registered School

e . N - Automatically added
e ) . to Preferred Schools

Preferred Opportunity Types

[Fame activities nequine & to run & backgnound cheok, and if you choose one of these we will ask you for additional details z0 we can complete thiz standard safety precaution.

Awvailatie Dpparturity Types Seteoted Dpportunity Types
At Program Suppart

District-wide
Awards Ceremonies = .
S e opportunity types

Falrs [Sclence, Book) - >
Sk "

Y

Skills and School Activities

Piess lat us ko about any special Language, Sechwioal, business or other S Bt could help match you to voluntesr needs in our schools, You an a0 e ths section for SChOOI SpGlelC

spevifio activities(e.5. - Winter camival, book fair, sto.} at your sslected schools(z).
Keywords — e.g.
Events, Grades, etc.
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Step 5: Background & Disclaimer
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Volunteer Registration : Background Details and Disclosures

The following information will be used to perform a aiminal backgrownd check before you can be approved to vokentesr in our schooks, If you
are not willing to allow us to ren 3 backgrownd check click CANCEL to terminate this registration prooess,

Date of Birth and Gender
T required for background checks,
o s s as well as any aliases

Gemder *

Background Details

U mermmae

Previtows Mames: : Include amy aliawes, maiden or previously manied name. Give Frst and Last name. Type one full name= per e,

Disclosures

You agree with terms and Conditions

o

Disclosures
Back Ground v Up to 3 disclosure
G- questions available to
s configure

If you amswered pes pesse expian :

RELATRIXG




Final Step: Finish
— o ¢ MY . ©
RELATRIX® 5 45, o "N

Volunteer Registration: Thank You!

Thiank you for registering as a volenteser with our school district, As a final step we need you to print and sign the vohentesr registration form
and return the signed form to the administrative offices of the school whene you registered, At that time you will also need to show 2 photo
ID to the school staff accepting your form, To view and print your form you need Adobe Acrobat Reader for your browser, If you do not

have Acobat Reader, click here to download, If you are unable to download your form now you can sign-in to your sccount from the
district wiebsite and print the form there,

Volunteers receive an account confirmation email

Volunteers should be encouraged to ‘whitelist’ the sender domain
(ezcommunicator.com) and/or add the sender as a contact to ensure message

delivery
RELATRIX@)



Volunteer Sign In

[r—
il * 3 Select Language | v
—
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Login To Your Account

Thank you for helping our students and staff by becoming a partner or volunteer at
our schools.

If you have not already signed up please contact your community engagement office
or use one of the links on this page to begin the registration process

Username

Password

New Voluntear

Register Now

Access from District website or
school websites

Login w/ a unique
Username/PWD created during
registration

Use ‘| Cannot Login’ link to
retrieve forgotten PWD or
Username

RELATRIX@)



My Account Details

RELATRIX@)

User Profile N

> Volunteer Details
» Volunteer Preferences
> Avsilable Opps

* Hours

NEED MORE HELF?

SEARCH OUR FAQs

EMAIL

support@relatrix.com

TELEPHOME
800-987-6542

RESUBMIT FOR SCREENING

WX

My Account

4ccount Credentials

Username® (k07311 Svel

Password®

First Mame=

Sample
Middle Name
Last Names oo
Address 133 Rosd St

City  Fort Collins
Stste €O -

Zip Code  gpezg

Primary Email b @ rmlatric.com

Secondary Ermail

Home/Primary 3133 | 123 1234 @)

& Emergency
Waork/Secondary =

*/Emergency
Muobilef Other =

" /Emergency

(Nota: You ne=d to wedly the number befors you start receiving taxt messages. Massags & dats
chargss may apply, depending on your wirsless camisr s=rvics plan.)

.ummnumm

Link to Admin User
Interface (AUI)

My Account:
Change contact details

Volunteer Info Section:
Change Volunteer
affiliations & disclosures

Volunteer Preferences:
Change school and opp
preferences

Available Opps Section:
Opportunities available
from any school on profile

Hours:
Log Hours for Matched
popportunities

Other options in
My Profile:

Select notification groups RE,L;\.T RIX@



Time To Sign-in

=>» Username = full email address

=>» Password = amaisd2016

(NOTE: Use | CANNOT LOGIN Link to get your

Password via email.)

RELATRIX@
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NO, WE STOPPED CLASS TO
MOURN YOUR'ABSENCE




The AUI - Your Volunteer List

RELATRIX®

Volunteer List

D Filtter/Search ALL Schools

Choose a Fiter...

5o

Bl

Demo Bementary

ide inactive volunteers

- (5] (hasines

Total volunteers: 577

~Choose a Groups Fiter—

Volunteers Selected: 0

- &)

Choose an Action.. -

Select All

l [ | tMame | Fame | UserMame Sdmol ' Phone ' Register | Update BG Check Date Log hours | Rale |

L I I I L L ﬁ |
[0 Aardvark ARA azardvark *Volunteer Center 720-985-8195 03312015 08/23{2015 07/24(2015 Hours  Voluntesr
[] Abbit Lisa abbittfamitys Demo Elementary 970-999-9959 09/07/2009 04/14/2015 07/27/2015 Hours Volunieer
[] Abrames Arica aricadds@yshoo.com Dema Elementary S70-443-5700 07/20/2011 11/08/2013 07/28(2015 Hours  Volunteer
[0 Ackerman Mary mackerman Demo Elementary 970-482-2852 09/10/2010 01/02/2015 07/24/2015 Log Hours  Volunieer

| O active nmauryauser *Volunteer Center 09/22(2014 07/24(2015 07/28(2015 Volunteer |

________--

E Agarwal vipin_vol_test *Volunteer Center 567-345-5789 11/12/2013 05/15(2015 0727(2015 Log Hours  Voluniser
[ aguiar adriana adriznacano20@hotmail.com  *Volunteer Center S70-402-8743 11/10/2011 03/25(2015 07/24/2015 Log Hours  Voluntesr
[ Al Nassic Marriam merriam,alnassic Blevins Middle School S70-624-9734 02/03/2011 01/02/2015 07/24/ 2015 Hours Volunteer
[0 aldridge Jeanetts com Demo v S70-482-2462 05/11/2009 12/30/2014 03/25{2012 Hours  Voluntesr
[] Allen William witallen Centennial High 970-219-7353 03/13/2012 01/02/2015 03/21/2012 Hours  Valunteer
[] Anderde Cindy cinanderle@msn.com Traut 970-266-1305 01/15/2007 05/25/2012 01/15/2012 Hours Voluniesr
O Arcs testemp_ testemp_Arcs *Volunteer Center 123-456-7896 04/21/2014 12/03/2014 07/23/2015 Log Hours  VMSAdmin
[0 ARCSINDIA TestEmp Test EMp_ARCS Demo Elementary 123-456-7896 12/14/2013 03/11/2014 13/14/2013 Hours Volunieer
[ Arelanc Xachil xarellanc Demo Elementary 08f24/2011 05252012 08/26/2011 Log Hours  Voluntesr
[0 Ameson Julia jameson *Volunteer Center S70-581-2881 05/05(200% 05/30/2015 03/23(2012 Log Hours  Volunieer
[0 Amocid Stephen stephenarncldss Kruse S70-223-9542 05/28/2012 05/30/2012 Log Hours  Volunteer
[0 am Brandes branngabb4u@yshoo.com  Demo Elementany ST0-650-3531 07/ 19/2006 06012011 01f16/2012 Hours  Voluntesr

Click column
headers to
sort list

Filter your list by
many different

options

Use Links and Drop

Down Menus to
apply actions

Search by Name,
Email or
Comments

RELATRIX@)



Key Points: Volunteer List
* Registered school is displayed on volunteer list

* Active (volunteers w hrs this school year) in BLACK
font

* NO email address required

» Background color displayed, if present
 Filter — by affiliation, opportunity type

« Search - by Name, Email, Notes

* Log Hours —individual volunteers

RELATRIX@



Communicate with your Volunteer List

RELATRIX®@

Volunteer List

D Fiter/Search ALL Schools

Choose a Fiter...

-G

[ Hide inactive volunteers

Demo Elemertary - Add Volurteer ~Choose a Groups Filter—

- =]

Choose an Action -

Select Volunteers

select All Total volunteers: 577 Volunteers Selected: 0

l [ | tName | FMame | UserName School | Phone | Register | Update BG Check Date Loghours | Role | T H E N C h Oose

LL L | L I I | EMAIL SELECTED
[ Aardvark azardvark *Violunteer Canter 720-985-8195 03/31/2015 08/22/2015 OF[24(2015 Hours Volunteer
[ Abbit abbittfamitys Dema Elementary 970-995-9993 09/07/2009 04/14/2015 07/27/2015 Hours  Voluntesr
[ Abrames aricadds@yahoo.com Demo Elementary 370-443-5700 07/20/2011 11/08/2013 07/28/2015 Hours  Volunteer
[ Ackerman mackerman Dema Elementary 970-482-2852 05/10/2010 01/02/2015 07/24/2015 Log Hours  Volunteer

| O active nmauryauser *Volunteer Center 09/22/2014 07/24/2015 07/28/2015 Volunteer |

__—_____--

E Agarval vipin_vol_test =Volunteer Center 567-345-5789 11/12/2013 05/19/2015 07/27/2015 Log Hours  Voluntesr
[ aquilar adrizna adrianacanc20@hotmail.com  *Volunteer Center 370-402-8743 11/102011 03/25/2015 07/24/2015 Log Hours  Voluntesr
[ Al Nassic Merrizm ‘merrizm.alinassir Blevins Middle School S70-624-37%4 02/03/2011 01/02/2015 OF(24/2015 Hours Volunteer
[ Aldridae Jeanette i com Demo v 970-482-2462 05/112009 12/30/2014 03/25/2012 Hours Voluntesr
[ Aben William witsllen Cantennisl High 970-219-7353 03/13/2012 01/02/2015 03/21/2012 Hours  Voluntser
[ Andere Cindy cnander=@msn.com Traut 370-266-1305 01/13/2007 05/25/2012 01/16/2012 Hours Voluntesr
[0 Arcs testemp_ testernp_Arcs *Volunteer Center 123-456-7896 04/21/2014 12/03/2014 07/23/2015 Log Hours  VMSAdmin
[ ARCSINDIA TestEmp Test EMp ARCS Dema Elementary 123-456-7896 12/14/2013 03/11/2014 13/14/2013 Hours  Volunteer
[0 Arellano Xochil xarellano Demc Elementary 06/24/2011 05252012 08/26/2011 Log Hours  Voluntesr
[0 Armeson Julia jameson *Volunteer Center 970-581-2881 05/05/2009 05/30/2015 03/23/2012 Log Hours  Voluntesr
[0 Amdd Stephen stephenarnoldss Kruse 70-223-5542 05/28/2012 05/30/2002 Log Hours  Voluntesr
[0 am Brandes branngabb4u@yahoo.com  Demo Elementary S70-650-3531 07/ 13/2006 06012011 0L/16/2012 Hours Volunteer

WILL NOT receive
communications
from here

Not OK — Red Volunteers

RE-LATRIX



Volunteers: Email Selected

RELATRIX®

Email Volunteers

Use thiz page to create and send emails to your selected volunteers. The email will o rom the EZVolun stem account but ers can REPLY TO
your velunteer list.

vour email address. After confirming your email has been sent click FINISH to return to
REPLY TO defaults to your
Coordinator Email Address,

jfo”nif“’ g;j;j:;_‘gjm but can be changed
Reply To : info@relatric.com
Cc: . .
Best practice to include your
Subject : 5 . .
' _ school name in the Subject line
&] Source | (@ | & 5 | e e WEEoe @=
BIU x %= = evw|lEsass v @EaP EpEce 3
- — ) P .

**PASTE FROM WORD Tool**
Very important

RELATRIX@



Actions From Volunteer List

Remove From List

— Moves volunteer off your list back to the ‘district’ list for reassignment. Does not remove
other schools from volunteer record.

* Notify Opportunity

— Send an email notification about selected opportunity with hyperlink to sign-up
« Match Opportunity

— Match a volunteer to selected opportunity
« Send Notice

— Email a previously created notice from notices module.

 Email Selected
— Send an email to selected volunteers.

« Add To Group

— Adds volunteer to news group for sending volunteer communications.

* Print Badge

— Prints badges for use with Kiosk (not currently licensed)



Key Points: Volunteer Opportunities

* How are they used?
— Sign Up Volunteers
— Record Volunteer Hours
— Communicate with Volunteers

* Type of opportunities
— Generic opportunity (one per school)

— Specific opportunity (unlimited)
(Can be a Single Event or Recurring Opportunity)

RELATRIX@



Opportunity List

RELATRIX®)

Laure hd Delete Selected -
View Closed D
Select Al Selected : 0
:_.D.; jin] L= ;.Narne _;Sd"lool It Type _;-SiﬁrtDn | #Hours I #Volunteers | Status ;.Get URL
|:| 1003 | 2013/14 Generic Hours Laursl ;ra:fjarer'ce 5/1/2013 7:00:00 AM ] 527 | Logging URL
O 1077  Laurels Book Fair Laursl r::r':noe. 9712014 6:00:00 AM a 5 | Logging URL
_ Book)
Page 1 of 1 (2 items) [1] Page size: 10 '
Green is ‘Generic’ Quick access to EDIT sessions by Specific Opportunities in
Opportunity the number of volunteers matched Blue - Unlimited
**Only one per school and the number of hours logged

RELATRIX@




Add Opportunity: Opportunity Details

Add Opportunity

Available ALL Match ALL Display Kiosk Volunteers Needed : 999 Matched : 0 Logged : 0 Save | Finish | New | Close | Copy Opp |

Details - Volunteers see these details when they sign-up or log hours

Name Type School
*Miscellaneous v AACAL v

Location

Description

Enter extra details in the Description
if you plan to use the communication
functions

RELATRIX@)



Add Opportunity: Schedule

Schedule - Setthe start/end date and time. [fthis is a recurring opportunity start'end refer to the first occurrence

¥ This is a recurring opportunity
Start Time: | 8/1/2013 v |200am 7]

End Time: [8/1/2013 v[300am 7]

Recurrence Pattern

& Daily = Eyery |_1 day(s)
. Weekly
- Maonthhy
8 Yearly

& Every Weekday

Range of recurrence

" End After: I_ occurrences
" No End Date

If RECURRING then The last date the event will
This is the time of the occur is on this date
1t Occurrence

RELATRIX@



Key Points: Matching Volunteers

**Shown further in Intermediate VolCo
Trainings

* Auto vs. Manual matching
* Filter & Select volunteers
* Match volunteers

* Notify volunteers

RELATRIX@



Key Points: Logging Hours

Volunteer

» Self-Log Hours as an individual volunteer
— Matched or Available opportunity (MyA)
— Generic opportunity (MyA)
— Kiosks

Coordinator

* Log Hours for Matched volunteers (Opp)
» (Batch Logging or Time Log)
» Log Hours for an individual volunteer

— Matched opportunity (Vol List)
— Generic opportunity (Vol List)

RELATRIX@




Log Hours: Individual Volunteer (My A

-'] Select Language f L 4 S+ in Hi, Jill {:} Log Out  Admin

RELATRIXG®  “9 &}a

)

o View MATCHED
opportunities

767.94 0

Matched Opportunities

Choose one of the opportunities below to record your volunteer hours or cancel, if you cannot

EMAIL participate.

support@relatrix.com

TELEPHONE testing purpose Barton 12/19/2014
800-987-6543
Demo
lest Upportunity 1/ 6/11/2014
Test Opportunity 17 Elementary 11/
. Demo
Test Opportunity 16
Elementary

Log hours to GENERIC
opportunity

RE-LATRIX



Log Hours: Individual Vol
olunteer List — Log Time

School/Generic Opportunities

Please log your hours if you do not see the event or program in your Matched Opportunities list. Select the school. Then input your hours
and any comments. Hours recorded in the volunteer kiosk are displayed here.

Schoolflocation where you volunteered: *Volunteer Center w

Time Log:

Choose the date you volunteered. Click 'Log My Hours' to save your data

Date 81412014 |

Comments

Hours

Date School % | Comments % |Hours#%

-Sample session
8/4/2014 Demo Elementary 20

.Samp.».le ses-sion 2 3
a/4/2014 *Volunteer Center 20

Update Hours

When finished,
FINISH/RETURN

**Can edit Generic
Opportunity Sessions

RELATRIX@)



Log Hours: Batch in Opportunity

Volunteers - Input the number of volunteers needed for this opportunity and whether to auto-match and auto-log hours.

(zera for generic)
Match Vols |

0 ¥ auto Match

0 ™ auto Log |1 hours  Log Tiﬁ

Volunteers Needed: IQQ'Q
Yolunteers Matched:

Yolunteers Logged:

Save | New | Finish | Cancel |

RELATRIX®

“You may edit the comments or hours of any selected volunteer. Click SAVE to save you changes and return to the time log page.

Save Back
First Name Last Name Date Email Comment Hours
Delete Jll Kuch 04/14/2014 jilkuch@gmail.com test hours 1
Delete ill Kuch 09/10/2014 jilkuch@gmail.com test 2
Delete Jll Kuch 05/11(2014 jilkuch@gmail.com test hours 3
i

Using LOG TIME in the
Opportunity Module allows
VolCos to add hours
in a batch.

This is also where you can

EDIT any hours logged within
that Opportunity

RELATRIX@)



Log Hours: Matched to Opportunity

Log Volunteer Hours - Generic

Faor the selected opportunity add any comments and log hours for your matched volunteers. If this a recurring opportunity use the Orp':_r@g [F.:fotﬂ\rs\ f(fﬁ»:lp\tw thjlur

your school's generic opportunity only volunteers who have logged hours will be displayed.
MATCHED to Opportur
by DATE

Use the ‘update’ or "'save’ buttons to save your data before choosing a different opportunity date or leaving this page.

Name: *D11 Vol Services 2013114 Generic Hours Type:  *Open-as needed School: *011 Vol Services ID: 4288
Volunteers Maiched: 33 Hours Logged: 0 Opportunity [}ate:l 8/1/2013 7.00:00 AM j
=PREV NEXT=
*k 0
Update | Save | Cancel | SearCh bOX IS here! I Search | Cloze Op |
to EDIT volunteer
H *%
sessions
Volunteers ‘Comments Hours

Ararat, Ivonne

Barba, John

Bierman, Denise

1

Bullard, Kelhy ID ]
Chavez, David ID 0

Chavez, Patridia

Chavez, Samuel

5
it

Coleman, Horace

5
i

Cusran, Kristing

5
i

DeMarco, Christina

Fullarton, Jessica

1teers
ity —

5
i

RELATRIX@)



Log Hours: Individual Vol (Matched)

*Can be accessed through the Vol List or MyA

EZCommunicator - STAGE
Opportunity - Monocacy Elementary

School; Manocacy Elementary :‘:;{US. Watched 9
Type:; Cpen - as needed
Schedule: 8/6/2008 9:00:00 AM to 8/6/2008 12:00:00 FM Log Hours for any MATCHED opportunity or
Volunteers can log their own from their

Location: Test Location account
Description: test
Coordinator(s)
First Name Last Name E-mail Fhone
Time Log

Cpportunity Date Comments Hours

8/6/2008 9:00:00 AN Iclassrnum assistant - Ms Jones 3rd grade |

[ Log Time ][ Cancel/Return ]

RELATRIX@)



Key Points: Creating Reports

* Volunteer Reports
— Registered vs. Preferred
— Phone, Mailing, Labels
* Opportunity Reports

* Hours Logged Reports
— Pin Hours (Summary)
— By Volunteer Detailed Hours
— Daily Time Log

RELATRIX@



Volunteer Reports

Generate Reports

Choose a Feport on Volunteers. Opportunities or Hours Logged at your school or across your district. Filter your results using the different
parameters for each type of report. Print or export the results of your report for further analysis.

|Phone/Email Ch f
Labels -Avery 5160 oose Trom
|Labels - Avery 5164 3

Choose a Report: LVqunteer Report ...__".,Eir-vflissing mn’ different report
Report Layout: | Mailing | IayOUtS
Volunteer Status: iBch v/
Schools: All !
_(Press and hold CTRL to zelect multiple Adult Education
Sl o teesiorE deame. Ballenger Creek Elementary

Ballenger Creek Middle =

® Registered O Preferred REGISTERED
Date Registered: From:{ Al FfroiAl “/ ONLY or ALL
Volunteer Affiliation : All A~
(Press and hold CTRL to select multiple Parent VOIunteerS on
HEE pE el e Business/Organization Partner your ||St

_GrandF’arem B
Opportunity Types: . All A
(Press and hold CTRL to select multiple Classroom Assistant =
iterns or deselect items) Classroom Speaker ‘ Flt b Affl t

Clerical ¥ ier oy liation
Organization Name: | or Opportunlty
Student Affiliation: A &8 Interests
(Press and hold CTRL to select multiple Mone = |
items or deselect items) AIMS oG =

CsU_ 8|

[ Wiew HTML ] [ Generate PDF/Print ] [ Export To Excel ]

RELATRIX@




Volunteer Reports

Generate Reports

Choose a Report on Volunteers, Opportunities or Hours Logged at your school or across your district. Filter your results using the different

parameters for each type of report. Print or export the results of your report for further analysis

Choose a Report: ."\.I'Glunteer Report
Report Layout:

Volunteer Status:

Schools:

(Press and hold CTRL to select multiple
items or deselect items)

Date Registered:

Volunteer Affiliation :
(Press and hold CTRL to select multiple
items or deselect items)

Opportunity Types:
(Presz and hold CTRL to select multiple
items or deselect items)

Organization Name:

Student Affiliation:
(Presz and hold CTRL to select multiple
items or deselect items)

|Phone/Email
|Labels -Avery 5160
- |Labels - Avery 6164
__||Missing Info
| Mailing |

[Both ~

All #
Adult Education

Ballenger Creek Elementary
|Ballenger Creek Middle b

(&) Registered O Preferred

From:éﬁ.ll V;To:if'-'*.ll
[An ~
Parent
Business/Crganization Partner
| GrandParent il
[an ~l

Classroom Assistant = |
Classroom Speaker

|Clerical |
[An -

Mone

AlMS CC |

|esu L

Choose from
different report
layouts

REGISTERED
ONLY or ALL
Volunteers on your
list

|

Filter by Affiliation
or Opportunity
Interests

View HTML | |

Generate POF/Print ] ’

Export To Excel




Opportuni

Report

Choose a Report: | Opportun_i-t-ies Report V

Report Layout:
Schools:

(Pres= and hold CTRL to select multiple
items or deselect items)

Date Created:
Start Date:
Opportunity Status

Opportunity Types:
(Presz and hold CTRL to select multiple
items or deselect items)

| By Opportunity ¥

Al A
Adult Education =
Ballenger Creek Elementary
Ballenger Creek Middle el
From:iﬁ.iiiﬂ\'ﬁ:'l'o:;xl.ln
From:;l.:f-tll V-:To:f-f“\ll
fan—
Mew
In Process
Logging
|Closed
[a |
Classroom Assistant =/
Classroom Speaker
Clerical Sl

Filter opportunities by
START DATE,
STATUS or TYPE

\u aw HTML | |

Genarate PDF/Print ] [

Export To Excel




Hours Logged Reports

Choose a Report: ! Hours Logged _

Report Layout:

Hours Calculated From:

Schools:
(Press and hold CTRL to =elect multiple
ltems or deselect items)

Relationship to School:

Opportunity Types:
(Press and hold CTRL to =elect multiple
items or deselect items)

Volunteer:
(Press and hold CTRL to =elect multiple
items or deselect items)

START Date Range

Hours Worked:

v

[PintisRepot I3

® All Schools vohmteers worked O Only Selected School volmteers worked

All Al

Adult Education |

Ballenger Creek Elementary -

Ballenger Creek Middle b ! Report can |nC|Ude

@ Registered O Preferred hOU rs from your
2l Al school or all schools

Classroom Assistant -
Classroom Speaker
|

Clerical b

3|l

All

121212 121212
Alvaro Pinto
Angelina Jolie

bt

L
Al
Between i:!and j

|

| Al Hours Logged |

I View HTML H Generate PDF/Print

)

Export To Excel




Kiosk — Sample page

*TSD Central Office
Sign In

THOMPSON

SCHOOL DISTRICT

Volunteers:

Please use your Name Badge and the scanner to start or finish
volunteering today. If you do not have a Name Badge, use the Manual
Volunteer Sign In or Sign Out buttons with your volunteer account
username and password.

Visitors:
Please use the Visitor Sign In button. You will receive a printed sticker

badge valid for today only. Sign out by using the scanner and your sticker
badge, or use the Visitor Sign Out button.

|| Scan In/Qut |

Registered Volunteer

Manual Volunteer Sign In Visitor Sign In |
Manual Volunteer Sign Out Visitor Sign Out |

Start
Volunteering

THOMPSON

SCHOOL DISTRICT

Jill Kuch

Please complete the following information below whether you will 'Start’
volunteering or you are 'Here Just Visiting' at *TSD Central Office

Arrival: 09/23/2013/08:20 (PM =}
Expected Departure: 09/23/2013/09:20 (PM -}

(You can modify your expected departure time later, if it changes.)

Activity : | *TSD Central Office 2013/14 Gen -
( Choose any school activity or default to the school’s generic event. )

Purpose of Visit: ‘
( examples — Mrs. Jones Classroom help’ or Lunch with student” )

Just here visiting Start

Send us your comments

Kiosk Main Menu Cancel

Send us your comments

RELATRIX@




Key Points: Kiosk

 Kiosks can be used at schools for easy
volunteer sign in and out.
— Simple use, all online
— Badges to identify volunteers
— Use for both Volunteers and Visitors

RELATRIX@



Key Points: Wrapping Up

* Volunteers register through district site

» ‘Check Database’ when adding a
volunteer from Volunteer Mgt Admin

» Use ‘Generic’ opportunity for hours
collection

* Opportunities can be set to ‘Available’ or
‘Match’ ALL and then notify volunteers

* Generate reports to verify data
 Kiosk available to streamline sign-in/out



Key Points: Wrapping Up

* Volunteers register through district site or
directly on the EZVolunteer site

e District Admin can add new volunteers and
others to your school list

» Use ‘Generic’ opportunity for hours
collection

* Generate reports to verify data
* Questions or need more training?
*First contact your District Volunteer Admin

RELATRIX@



Contact Details

=> Relatrix Customer Support

866.670.6399
support@relatrix.com

=> Mark Franke — Relatrix Account Contact
800.570.6234 x501 or 720.989.8195
mfranke@relatrix.com
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