We rely on OneOC and

|f YOU need people, — the volunteers they

; connect us with to help
Have your people / '/ getfood toOrange
" County'’s hungry.

- Mark Lowry, CAPOC's
0.C. Food Bank

call our people.

Connecting nonprofits with volunteers is what
we’ve done for over 50 years.

We connect young and old, diverse cultures and religions, and people of all economic levels to build a
stronger, more vibrant Orange County. Every day, thousands of Orange County lives are touched by the
way we unite the power of volunteers, philanthropic dollars and charitable causes.

Posting a Volunteer Project on www.OneOC.org

As a partner organization of OneOC, you have the ability to post a volunteer project on our website.
Using our technology, you can do the following:

e Create and publish volunteer opportunities

e Update basic information involving your organization

e Edit existing volunteer opportunities

e Monitor sign ups and review prospective volunteers

e Confirm volunteer participation for “express interest” opportunities
e Schedule volunteers for ongoing volunteer opportunities

e Communicate with volunteers via email

This guide introduces you to the basics of posting a volunteer project, supplementing the information
you received from the training video.

Let’s get started!
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Posting Notification Email

[Cned ] Your opportunity has been approved and posted

Accelerating Nonprofit Success

Dear Every MonProfit,

The opportunity that you submitted to OneOC has been approved and is now posted and
available for volunieers to search and either sign-up or express interest in

Here is the information that has been posted:
Praject name: Test 2
Praject Type: Project

Opportunity Contact: Alan Romero
Project Description: https:#nall. salesforce. comda19F0000000 oY

To manage this opportunity, view volunteer signups, approve andfor schedule volunteers,
and report attendance, log into your partner portal account at: httpefoneoc force comf

Thanks for listing your volunteer opportunity with OneQC

Updated Volunteer Opportunity Record in your portal

Volunteer Opportunity Detai e )] clone

HandsOn Connect Shortcuts
Volunteer Opportunity Overview

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

" Opportunity Created + Opportunity Description Add/Change Description
Y - Create New Oocutrence v Epppnunit\z Characteristics (Optional — Improves Search and
+ Recurrence Created Create Mew Recurrence v Oppartunity Published (Status: Active)
v Verlcatons Lomplete
Total Active Occurrences: § Total Verifications Due: 0

Ready fo create a new Volunfeer Ooporfunity 7 IF so, click fere fo gef starfed.

Custom Links Change Description
Information
Owner  Alan Romero [Change Status  Active
Volunteer Opportunity  Test 1 Posting Status Ve have approved your record and it was posted
Name on 7162012

Your volunteer opportunity is now published on OneOC’s public website.
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Creating an Occurrence (Partner Portal)

A single occurrence is created for you when you first create the volunteer opportunity using the
Volunteer Opportunity Wizard.

If you wish to add additional occurrences to a date and time specific opportunity, you can do so by
clicking on the New Occurrence Button in the occurrence related list.

A single volunteer opportunity can have as many individual occurrences (i.e. different dates and times
it takes place) as you like. Each one will be treated as a separate sign-up. (We do not recommend
creating separate occurrences for volunteer opportunities that take place each and every day. For
those, creating a "to be scheduled" or ongoing opportunity might be an easier way to go!

NOTE: "To Be Scheduled" opportunities have only one occurrence. It is a special type of occurrence
that keeps track of all connections for the duration of the ongoing opportunity.

Navigate to the Volunteer Opportunities Tab and choose an opportunity.

:ations | Volunteer Opportunities | Connections  Documents  Reports  Switch to Volunteer Portal

Volunteer Opportunities
‘ Home
View: [ All Volunteer Opportunities 3l Got |

[

‘ Recent Volunteer Opportunities  Creata New Volunteer Opportunity |
Volunteer Opportunity Name Default Location Type Registration Type Schedul
Working with the Wizard Troutco Warehouse Project Express Interest Date & T
Read to Seniors . Kids Reading Room Project Sign Up Date & T
Comicon Volunteers needed Comicon Project Sign Up Date & T
Numbers and Letters Franklin Canyon Park Activity Express Interest Date & T
Art's Wizarding World Wizarding World of Wonder  Project Express Interest To Be Sc

Choose the Volunteer Opportunity to which you wish to add the occurrence, and click on the Volunteer
Opportunity record hyperlink.
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You can add a new occurrence in two ways:

1) Click on the link in the Volunteer Opportunity Overview:

Volunteer Opportunity Detail | |

HandsOn Connect Shortcuts
Volunteer Opportunity Overview

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

" Opportunity Created w Opportunity Description AddfChange Description

- GOEuEREE Gl Create Mew Ocourence Oppartunity Characteristics (Optional - Improves Search and
- Metrics)

+ Recurrence Created Create Mew Recutrence " Opportunity Published (Status: Active)

" ‘erifications Complete
Taotal Active Occurrences: 5 Tatal Werifications Due: 0

Ready to create & new Volunteer Ooporunity ? If so, click here fo gef started

2) Scroll down to the Occurrences section of the page and click the “New Occurrence” button.

Ooocurrences
Action Occurrence ID Start Date & Time End Date & Time Status
Edit OC-0319583 SM002012 12:00 P M 002012 3:00 Ph Active
Edit  OC-031852 SI32012 12:00 PR BI32012 3:00 PM Active
Edit  CC-031951 TI27(2012 12:00 Pr FI2Ti2012 3:00 P Active
Edit  CC-031873 TR222012 11:40 AWM FI222012 11:40 AM Active
Edit  CC-031980 TI20/2012 12:00 Pr FI2002012 3:00 P Active

Show 1 more » | Goto list (8] »

Recurrences
Action Recurrence ID Recurrence Type Status Last Modified Date
Edit RE-000055 Wiizekly Active THE2M2

Volunteer Opportunity Name is auto populated for you (Or use Lookup if it's absent). Then add
location:

1. Depending on which NEW button you use, the Volunteer Opportunity Name may already be filled
out for you. If it is not, use the Lookup icon to search for the opportunity (click on the magnifying
glass). It will be the top item on the 'recent’ list.

2. Use the LookUp button to choose the location for this occurrence. (If the location has not already
been created for this opportunity, you will need to create it first in order to look it up. If you have not
created the location for this occurrence yet, you will need to do this before you go any further. You can
open a new tab or window while signed on to create a new location.

3. Leave the Occurrence URL blank (it will be automatically filled out for you when you save the
record).

© 2012 OneOC www.OneOC.org
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Choose the status for this occurrence:

Occurrence Edit
New Occurrence

| Oceurrence Edit [ Save []Save & New [l Cancel |

Information
Owner  Art Trout Status ¥ Pending 5

Volunteer Opportunity I Read to Seniors % Posting Status Awaiting Approval
Location I Q Recurrence Adml‘n
— Inactive
Canceled
Coordinator information
Opportunity Coordinator Q: Opportunity Coordinator Emall

Selecting “active” status will make this new occurrence available for sign-up on the public site IF the
volunteer opportunity has already been approved.

e Pending means you have created the occurrence but don't want it to show up on the website
yet. The host will not be notified until select “Active.”

e Awaiting Approval will appear after you saved the record, and before the host has approved it.

e Admin is for occurrences you never mean to have show up on the public site but just want to
track administratively.

e Inactive means the opportunity has been archived or retired. The project is never meant to
show up on the site again

e Canceled means the occurrence had been active, but has since been canceled.

Posting status, recurrence, volunteer leader required needed:

“»
| —

Status I{ Active
g Posting Status

e Recurrence

P

Leave Posting Status (1) blank: The Recurrence field (2) is a read only field that will be populated IF the
occurrence was created as part of a recurrence.

© 2012 OneOC www.OneOC.org
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Coordinator Information:

Coordinator information

Opportunity Coordinator Q’-i L Opportunity Coordinator Emall

Search ~ salesforce.com — Enterprise Editio

Registration Information

€ Lookup

Registration Start Date ™ | [7/13/2011]

Registration cutoff (hours) ™~ ] Search ' Lenny Leader Gol || New

You can use "™ as a wildcard next to other characters to improve your search result

Time/Date Information

sasiaachatialy (2137201174 . cjear Search Results
Days & Times Needed — S
y Available (> Chos Saurch Resuits
Sunday Morning F Name Organization Name
Sunday Afternoon .
Sunday Evening « L 4J] | Lennyleader Individual

Use the lookup field to look up the name of the Opportunity Coordinator. This must be you or
someone on your staff who was granted portal access.

Leave Opportunity Coordinator Email blank. It will be looked up and filled out when you save the
record.

Fill out Registration Information:

Registration Information

Registration Start Date 7/21/2011 | [7/13/2011] o Minimum Attendance 1
~—

Registration cutoff (hours) 2 = Maximum Attendance 10

(~)

This section is optional:

1. If you don't want people to sign up until a certain date, then use the Registration Start Date
field to designate that date. Make sure it conforms to the correct format. A good trick is to use
the suggested date, and then edit it in that format.

2. Registration Cutoff (hours): This is the number of hours before the start time when you can no
longer sign up. If registration closes a day before the occurrence, you would enter 24.

3. If there is a Minimum or Maximum attendance, input that information here. If you leave this
blank, it will use the default settings that you established when you first created the volunteer
opportunity. (FYI: An Express Interest has a default of 1 Min and 500 Max).

© 2012 OneOC www.OneOC.org
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Edit Start and End Times

Time/Date Information
StartDate &Time  [9/14/2011 1:00 PM [ 8/26/2011 1:11PM] EndDate &Time  [g/714/20113:00 PM [ 8/26/20111:11 PM ]

Days & Times Needed [ September | 4 ] [ 2011 % beenl] Update all the existing connections?

Sun Mon Tue Wed Thu Fri Sat
1 2 3

4 5 3 7 8 9 10

—{ 1t 12 13 14 15 16 17

28 19, 20' 2% 22 23 LA

25 26 27 28 29 30
Today

Formatting is important here. It needs to be in mm/dd/yyyy hh:mm PM format. Placing the cursor in
the field will prompt a calendar to pop up. This is the easiest way to start. Select the date of the
occurrence. Rather awkwardly, when you pick the date, the system automatically selects the current
time by default. Manually edit the actual start time for the volunteer opportunity (e.g. 9/14/2011 1:00

PM).
Then copy it and paste it into the end date & time field, and just edit the end time.

Days and Times automatically populate for Date and Time Specific Opportunities when you save the
record. Just leave this blank.

Registration Information
Registration Start Date [FHEROT2 ] Mini murm Attendance
Reqgi=tration cutoff f==i e Attendance

[Fiour=)

TirmesDate Information

start Date & | [ZAB2012 344 PM]  End Date 2 Time | [ THEM012 544 Phd |

Ti rivs
D=y=s & Tidnes - K Updste =l the I--NDFIE-- vI
Nieded Avallable . ﬂ o Chosen existing
Sunday Morning
Sunday Aternoon | €5

connections?

Leave this blank for Date and Time Specific Opportunities. The days and times will be automatically
calculated for you when you save the record.
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In summary, there are only 5 fields you MUST fill out when creating the occurrence:

Occurrence Edit | Save [[Save & New |

Information
Owner  Art Trout

Volunteer Opportunity | Read to Seniors | 4] Q
Location | Troutco Building | &) )
<

Coordinator information
Opportunity Coordinator C_g

Registration Information
Registration Start Date | B/26/2011 |

Registration cutoff (hours)

Time/Date Information
Start Date & Tin| 9/14/2011 1.00 PM 3

e 9/14/2011 1:00 PM [ 8/26/2011 1:11PM |

Days & Times Needed

|Available | 44 [Chosen
| Sunday Morning ||

Sunday Afternoon r :a‘\
| Sunday Evening 19

[ save Meave & New N cance |

Save this new occurrence:

Time/Date Infor mation

Start Date & [ THELM 2 544 P ]
Ti ez
Days & Times [ ailable ﬂ O|crosen
Needed

Sunday Morning
Sunday Afternoon =

“olumteer Hours Summary

Guest Yolurteer Hours
Served

“olurteer Hours Served

[Save |[5ave & Newr Bcance

g Status

Posting Status

Recurrence
Opportunity Coordinator Email

Minimum Attendance

Maximum Attendance

| =Requ
I Active s

enavate & Tm(@) 5774/2011 3:00 oM [ 81262011 1:11PM |

Update all the existing connections?

End Date & Time |

Update all the I——NDI‘]E-- vI
existing

connections?

[ {A6£2012 344 P ]

If the status is active, saving the record will publish the occurrence. Please note that for the occurrence
to be published, both the Occurrence and the Volunteer Opportunity must be Active.

The occurrence record is created, and defaults are filled in.

© 2012 OneOC
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Occurrence
0C-025252

Printe

Occurrence Detall

HandsOn Connect Shortcuts
Occurrence Overview
Here's your at-a-glance view of this Occurrence.
v Occurrence Published (Status: Active)
Verifications Complete
Total Verifications Due: 0
Ready to create a new Occurrence? If so, click here to get started.

Information
Owner  Art Trout [Changel
Occurrence ID 0C-026252
Volunteer Opportunity Read to Seniors
Location  Troutco Building

Coordinator information
Opportunity Coordinator ~ Art Trout

Reglstration Information
Registration Start Date
Registration cutoff (hours)

Time/Date Iinformation
StartDate & Time  9/14/2011 1:00 PM
Days & Times Needed ~ Wednesday Aftemoon

Creating a Recurrence (Partner Portal)

A recurrence is a regular pattern of occurrences.

Status  Active
Posting Status  We have approved your record and it was posted on 8/26/2011
Recurrence

c Emall  troutcottraining com

Minimum Attendance 1
Maximum Attendance 15

EndDate & Time  9/14/2011 3:00 PM

Update all the existing connections?

It is a useful way to create a number of 'duplicate' occurrences that repeat on select days (i.e. An
opportunity that has occurrences on the 1st and 3rd Monday of every month).

Recurrences happen at the same location at the same time of day, just on different days. You CAN edit
the individual occurrences, but in doing so, you lose the ability to edit them as a group.

Navigate to the Opportunity where you wish to add the Recurrence:

Site Managed by:

VYolunteer Opportunity
Test 1

# Back to List: Wolunteer Opportunities

Erintable Wiew

“olunteer Opportunity Detail |

Hands0n Connect Shortouts

Hand=0n Connect Shortcuts

“olunteer Opportunity Wizard %

Yolunteer Opportunity Overview

v Opportunity Created

Search
¥ Occurrence Created  Creste Mew Occurrence
| search an =
l— ¥ Recurrence Create(l  Creste Mew Recurrence
Advanced Search... Total Active Occurrences: &
Custom Links
-

Create New...

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

v~ Opporunity Description AddiChance Description
Opportunity Characteristics (Optional — Improves Search
and hMetrics)
Cpportunity Published (Status: Pending)
Approval

v Verifications Complete

Submit far

Total Verifications Due: 0

Change Description

You can use the Create New Occurrence link in the Volunteer Opportunity Overview. Or, you can use
the topic quick link to scroll down to the Recurrence Section and then click New Occurrence:

© 2012 OneOC
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m Skilled ¥Yolunteer Search
Action Occurrence 1D Start Date & Time End Date & Time Status
Edit OC-051 953 8102012 12:00 Ph SM 002012 53:00 P Active
Edit OiC-031 952 Sr32012 12:00 PM 32012 300 PR Aictive
Edit 2031951 TI2TI2012 12:00 Pw FI27I2012 300 P Aictive
Edit OC-03197E TI2272012 11:40 Ak Ti22r201211:40 Ak Aictive
Edit QC-031950 F200201 2 1200 PR Fr2002012 300 P Active

Shiovwy 1 more : | Goto list (67

e ——
V- N
Action Recurrence 1D Recurrence Type Status Last Modified Date
Edit RE-000055 W Ekly Active FHAI2012

© 2012 OneOC
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Both options take you to the New Recurrence screen. Set the status and the volunteer opportunity:

Recurrence Overview
Here's your at-a-glance viewy of this Recurrence.

" Recurrence Publizhed (Status Active)

sourrence Infor mation

“olurteer Opportunity

sordinator irfor mation

pportunity Coordinator

rmefOate Infor mation
Start Date
Start Time

|Test 1 Q)
|Alan Rormero @,
THZ2012

|12:DEI Fr 'I

Status

Oppoartunity Coordinator
Ermnail

Ernd D=te
End Time

Upd=te all Existing
Connections?

Active

--Mone--

Fending

Admin
Inactive

Aaaiting Approval

G020 2

03:00 P *I
--Nune--j

Use the lookup icon to search for the Volunteer Opportunity this recurrence is connected to. Set the
status for the occurrence to active if you wish all the resulting occurrences to be active.

Set the start and end times:

| s2arch

Time/Date Information
Start Date

[ 7162012 ]

I Start Time
Advanced Search...
Recurrence Type
Recurrence Ty
Create New...
Sign-up Infor rmation
Recert kems Registration Start Date
Registration cutaff
Test1 [hours]
BE000053 Location Inforrmation
Test2 Strect
RE-O000E0 City
OC-051958 StatesFrovince

QC-032002

12:30 Ak
07:00 Ak
071:30 A
02:00 A
02:30 Al
03:00 Ak
03:30 A
04:00 Ak
04:30 A
05:00 A
05:30 Al
06:00 Ak
05:30 Ak

Zip/Postal Code

07:00 Ak

=

bt Suits 100

[ 7HB2012 ]

End Date

End Tirme

Mini rmurn Attendance

bdzxi mum Attendance

--Mane-- 'l

[ 762012 ]

500

Note: The end date cannot be later than the end date you set up for the Volunteer Opportunity. An
error message will appear if you attempt this. Clicking on the Start Date field will pop open a calendar.

© 2012 OneOC
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Set up the Type of Recurrence:

Time/Date Information

startDate  149/22/2010 | [12/20/2010]

StartTime  07:00 AM |+

Recurrence Type —MNona-— |+
~-MNone--
. . Daily
Sign-up Inf t
Ign-up inrormation V'."E!EI'd‘y’

Registration Start Date M [12/20/2010 ]

Memmmimdrmtiemm Feaall e I 1

How often does this event recur? Remember, when you build each instance of the recurrence, you
have to set it so that the event occurs once a day, once a week, or once a month. You want to have 2
different times? Once the recurrence creates the series of occurrences, you can go in and edit
individual occurrences. When you do that, however, the recurrence is broken and you cannot edit
them as a group anymore.

You can create monthly recurrences, weekly ones, or even daily ones. If the occurrences are going to
take place daily over an extended period of time, you might want to create this volunteer opportunity
as a "to be scheduled" opportunity.

Choose the Recurrence Type:

TimefDate Information

Start Date 12/22/2010 | [12/20/2010]
StartTime — [07.00 AM v
Recurrence Type Manthly |+

Monthly Recurrence Type |Fir5t w
Day of Month Tuesday Lv'
Sunday
Sign-up Information Monday

Registration Start Date (Wednesday [12/20/2010]
Thursday

Registration DeadLine Friday
Saturday

Location Information

Once you choose the Recurrence Type, a new option will appear.
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Set up your Sign-Up Information:

Sign-up Information
Registration Start Date @ 1 [ 8/26/2011 ) Minimum Attendance

Registration cutoff (hours) Maximum Attendance

Note: If you leave these fields blank, they populate with the default information you originally entered.
e Registration Start Date: When would you like people to begin signing up for this recurrence?
e Registration cutoff (hours): How many hours before the start of this occurrence is registration
turned off? Just put the number in this field.

You can choose to input a Description:

Description Information

Description  {Tpis s the weekly 2 PM occurrence of this opportunity 1

Svstem Information

This is an internal field where you can put notes on the nature of the occurrence. This is for internal
reference only.

Click Save:

Description Information

Description  |1pic s the weekly 2 PM occurrence of this opportunity.

System Information

Created By L

fﬁve Delete Clone Cancel

You have created a recurrence. You will be taken to the Recurrence page. Confirm all the information
and look to see that it has the related field: Occurrences at the correct Start and End times.

You will see that a number of occurrences have been created.

© 2012 OneOC www.OneOC.org
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Occurrence Record Saved View (Partner Portal)

Each Volunteer Opportunity may have several occurrences. A volunteer opportunity must have at least
ONE occurrence before it can be published on the public site. Date and Time Specific Volunteer
Opportunities have a separate occurrence for each unique day and time that volunteers sign up.

To Be Scheduled (Ongoing) opportunities, have only one occurrence. This occurrence serves as a “time-
sheet.” That way if they volunteer many times over the course of an ongoing opportunity, you can
track each specific day and time they attended.

Remember that it is Occurrences that Volunteers sign up for or express interest in, and are therefore
CONNECTED to, and not Volunteer Opportunities.

Occurrence
0C-023651 Printable View

« Back to Volunteer Opportunity: Help Kids to Read

Occurrence Detall

HandsOn Connect Shortcuts
Occurrence Overview
Here's your at-a-glance view of this Occurrence.
v’ Occurrence Published (Status: Active)
g Verifications Complete
Total Verifications Due: 1

Ready fo create a new Occurrence? If so, click here to get started.

Information
Owner  Art Ordoqui [Change] Status  Active
Occurrence ID 0C-023651 Posting Status  We have approved your record and it was posted on 2/10/2011
Volunteer Opportunity  Help Kids to Read Recurrence

Location  Troutco Building

Coordinator information
Opportunity Coordinatar Opportunity Coordinator Emall

Registration Information

Registration Start Datz Minimum Attendance 1
Reglstration cutoff (hours) 3 Maximum Attendance 15
Time/Date Information
Start Date & Time 2/10/2011 11:00 AM End Date & Time 2/10/2011 1:00 PM
Days & Times Needed Thursday Aftemnoon Update all the existing connections?
Volunteer Summary

The Occurrence Overview shows you at a glance if the occurrence is active (only active occurrences are
live on the public site) and whether verifications of volunteer attendance and hours for the occurrence
are complete, and if not, how many are outstanding. You will get your most useful data if your
occurrences are always completely verified.

The Summary Sections are automatically calculated for you and give you “at-a-glance” statistics for this
one occurrence.

Volunteer Summary
Total Connections
Total Pending
Total Confirmed
Total Declined
Volunteers Still Needed

Volunteers Attended
Guest Volunteers Attended
Total Attended

Total Not Attended

Total Unreported

wlola|lola

IS
-~ o000

Connections

Pendina/Declined C.
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The Connections Grid

¥ Connections

Pending/Declined Connections

New Connection | Mark Confirmed | Mark Declined ¥ = Mark Pending Approval  Email Members

Contact

Team

Anon Status

Decline Reason

Confirmed Connections

Mass Action ¥ Email Members.

pio)

€0-076382
C0-077841
C0-078403
£0-079407
C0-081584
£0-084751

CDEEEEmEE

Attendance
Please Verify
Please Verify
Please Verify
Please Verify
Please Verify
Please Verify

Contact

Natasha Georgescu
Thuy Nguyen
Jennifer Eidahl
Michelle Pavelic
Heather Greiff(vL)
Valerie Volunteer

Team Anon | Start
[0 |esmsr0118:00PM
[0 |e/s/20118:00PM
Edahls [0 |6/28/20118:00PM
[0 |es28/20118:00PM
[0 |ers0118:00PM

0 6/28/2011 8:00 PM

Hours Anon Hours | Feedback

End

6/28/20119:00PM  0.00 0.00
6/28/20119:00PM  0.00 0.00
6/28/20119:00PM  0.00 0.00
6/28/20119:00PM .00 0.00
6/28/20115:00PM  0.00 0.00
6/28/20115:00PM 0.0 0.00

WRWWI
WRWWI
WRWWIY
WRWWW
TRWWR
hARARE S+ B4

The Connections Grid is where you manage all the connections (sign-ups or express interests)

associated with the occurrence. See managing connections for more information.

Connection Grid Overview

The most powerful component in the Occurrence Record is the Connections Grid. It is divided into two
halves: Pending/Declined Connections, and Confirmed Connections. The Connections Grid:

¥ Connections

Pending/Declined Connections \o_,

New Connection Mark Confirmed  Mark Declined ¥ | Mark Pending Approval  Email Members

' ID Contact Team Anon Status Cedline Reason
Confirmed Connections (2)
S
Mass Action ¥  Emall Members
Zl | Attendance Contact Team Anon | Start End Hours Anon Hours ' Feedback
| CO-000034 Please Verify Art Trout [ 7/16/20107:00PM  7/16/20108:30PM  0.00 0.00 ITIrIr Y
| ©0-000001 Please Verify Lenny Leader(VL) 2 7/16/20107:00PM  7/16/20108:30PM  0.00 0.00 b DA Dk Ak d
| CO-000019 Please Verify Valerie Volunteer 3 7/16/20107:00PM  7/16/20108:30PM  0.00 0.00 R Rt it kg
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1. The Pending/Declined Connections half of the grid is where connections will appear in three
scenarios:
a. The Opportunity is an 'express interest' opportunity, and the connections are awaiting
approval and listed as pending.
A connected has been declined (not approved) to participate in the occurrence
A volunteer has 'removed themselves' (cancelled) from the opportunity. (They were still
connected, but are not longer confirmed as attending)
2. The Confirmation Connections half of the grid shows all the volunteers who should be attending
the occurrence. This half of the grid is also used to verify attendance and service hours AFTER
the occurrence has taken place.

Managing Connections
1. To confirm a volunteer's participation in the occurrence put a check box next to the name of
the volunteer you wish to confirm, and then click the "Mark Confirmed" button

¥ Connections

Pending/Declined Connections /

New Connection | Mark Conflfmed | Mark Declined ¥ | Mark Pending Approval = Emall Members

. iD Contact Team Anon Status Decline Reason
g C0O-084467 Valerie Volunteer 0 Pending Approval
| €0-084469 Sam Sousa 0 Pending Approval

a. Doing this will move them from the Pending/Declined connections section, to the
Confirmed Connections section of the grid (See visual on following page)

b. We've now confirmed our example of Valerie as a volunteer. Her status is "Please verify
and will remain that way until you mark attendance after the opportunity has taken
place.

n
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¥ Connections

Pending/Declined Connections

New C ' Mark C Mark ¥ | Mark Pending Approval | Email Members
(5] Contact Team Anon Status Decline Reason
I_] £O-084465 Sam Sousa 0 Pending Approval
( 4|

Confirmed Connections

Mass Action ¥ | Email Members

0| | Attendance | Contact Team Anon | Start End | Hours Anon Hours |
| CO-084467 Please Verify Valerie Volunteer [ 12/25/2011 8:00AM  12/25/2011 1:00PM 0.0 0.0

2. To decline a volunteer’s participation, check the box next to his name and click the Mark

Declined button.

a. Clicking the "Mark Declined" button gives you a list of options, so you can note why the

volunteer was declined.

b. The declined status of a volunteer will appear in the "Decline Reason" column for easy

reference.
¥ Connections
Pending/Declined Connections o M
| New C: Mark Confi | Mark r:.' ¥ | Mark Pandina Annroval | Emall Mbom
= e 1 nd
T
i) Contact _Team Declined Invitation atus Decline Reason
™ Cco-084469 Sam Sousa Opportunity Full 2nding Approval
Failed Background Check
Skills not a match
Age inappropriate
No from
& » 4|
Confirmed Connections
MassAc{lon v émall Members
: |0 | Attendance Contact Team |Anon | St.art | End Hours | Anon Hours
| CO-084467 Please Verify Valerie Volunteer 0 12/25/2011 8:00 AM  12/25/2011 1:00PM 0.0 0.0
!
.
-
| 5 3 . S
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Using the Connection Grid to send emails to Volunteers

It is easy to email volunteers individually, or as a group, directly from the occurrence grid.

Confirmed Connections
=

Mass Action ¥ || Email Members

[y Attendance Contact Team Anon | Start End Hours | Anon Hours | Feedback

™ CO-000034 Please Verify Art Trout [0 |7/16/20107:00PM  7/16/20108:30PM  0.00 0.00 WY
@ CO-000001 Please Verify Lenny Leader(VL) [ |77e/20107:00PM  7/16/20108:30PM  0.00 0.00 P r ok dAdkd
W CO-000015  Please Verify Valerie Volunteer 3 7/16/20107:00PM  7/16/20108:30PM  0.00 0.00 AR RRY

Any actions you take in the connection grid start by adding a check-box in the row for the connection
or connections you wish to focus on. Then, click on the “Email Members” button.

A popup window presents the default text of a reminder email for that occurrence, which will be
addressed to each selected contact.

Mass Action ¥ = Emall Members

act Team | Anon Start | End | Hours Anon Hours | Feedback <

ot @A https://HOC.na7.visual.force.com/apex/HOC_EmailMembers?b=cc E
Lea

rie Vol

EMAIL SELECTED CONTACTS

The email below will be sent to the contacts you have selected (indicated in
the TO: field). By default weve filled in a starter message for you with some
merge fields from your data. You may add additional copy to the email, or
modify this beforz sending.
TO: Art Trout;Lenny Leader;Valerie Volunteer
SUBJECT:

[<Organization Name> ] Additional information about your volunteer opport

MESSAGE: |Dear <Contact Name>,

— Here's some additional information for you about the volunteer opportunity |
<\Volunteer Opporzunity Name> that you've signed up for on the
‘ <Organization Name> website, taking place on <Start Date Time>

Location:
<Street> <City> <State/Province> <Zip/Postal Code>, <Country>
Google Map: <Google Map>

( SEND )
{ SEI <

The email contains a number of merge fields to personalize the email with details. You can edit the
message as you wish, adding additional content and deleting default information. Click SEND to send
the email to each volunteer.
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https://HOC.na7.visual.force.com

Email send successfully.

TO: Art TroutLenny Leader;Valerie Volunteer
SUBJECT:  [<Organization Name>] Additional information about your volunteer opport

MESSAGE! |pear <Contact Name>,

Here's some additional information for you about the volunteer opportunity
<Volunteer Opportunity Name> that you've signed up for on the
<Organization Name> website, taking place on <Start Date Time>

Location:
<Street> <City> <State/Province> <Zip/Postal Code>, <Country>

Google Map: <Google Map>

bz

SEND
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