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1 Introduction & Product Orientation

This guide will help you discover and use eCoordinator effectively. It is designed to support
specific tasks that you will perform on a regular basis. The skills taught in this guide build on one
another so it is important to learn them in the order they are presented.

We will use a basic training methodology designed to structure and maximize your learning
experience. As you learn each skill you will see icons that represent the methodology. Some skills
may repeat the process multiple times.

Objectives for the training presented in this guide include a logically ordered presentation of the
tasks that you will be performing as a volunteer coordinator. Here is a simplified list of those tasks
and objectives:

1. Data Entry: enter information for organizations, opportunities, volunteers and clients into the
database

. Finding Data: grids and searches will help you sort through your data

. Communication: post your opportunities online and email your volunteers

. Matching: connect volunteers and clients with opportunities

. Log books: collect hours and other information after service has been rendered

. Reports: create reports based on the log books

O wWN

Please note that this guide is designed to speak to a broader audience. Therefore, the terms you
encounter throughout the course of this training will be the generic, or system default terms. For
example, some of our customers prefer the term "participant” over "volunteer." Others may
substitute "refer" and "place" with "request" and "assign." Due to the customizable nature of the
system, trainers must help students identify the differences, and appropriate their dialogue
accordingly. You may see items in this training that you have elected to turn off in your own
system.

If you have any questions, comments, feedback or require any other assistance, please contact:
Samaritan Technologies Client Services*

Phone: 1-888-904-6060 option 4
Email: support@samaritan.com

*Office hours are Monday through Friday, 8:00 am-5:00 pm Mountain Time (Mountain Time Zone
observes Daylight Saving Time).

This training will cover the basics for the eCoordinator and eRecruiter systems. However, the
system includes additional functionality that you can learn more about in the User's Manual, as
accessed from the Menu> Help> Help file. These include Sign-In, the Approver's System,
Automatic Email Alerts, User Defined Fields, and Surveys, among others.

1.1 Training Methodology

Each skill presentation will follow this logic:

© 2016 Samaritan Technologies
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1. Introduce: Instructor provides a brief explanation of how the feature
works and why it is useful.

2. Demonstrate: Instructor shows you how to perform the skill.

3. Practice: Exercises to help you learn the skill in practical ways.

Practice

4. Review: YOU summarize how and when to use the skill.

Review

You will guide students through each skill, though they are encouraged to return to this manual to
repeat skills with which they may need help.

1.2 Trainer Instructions

There are two versions of this handbook, one for trainers and another for trainees/users. This
trainer version includes additional instructions on how to provide training in a classroom setting as
well as answers to the review quizzes at the end of each section. The user version is written so
that the user can review it at any time to learn more about each function.

All trainer instructions are shown in this manual in shaded boxes:

Example of Trainer Instruction Window. Trainer Instruction Windows

are shaded dark gray with white text.

Trainer Instruction Windows differ from User Instruction Windows:

Example of User Instruction Window. User Instruction Windows are
transparent with black text.

Types of Instructions:

¢ Action: Instructs you on which actions to take.
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e Activity: Instructs you to initiate an activity with the class.
¢ Discussion: Instructs you to lead a class discussion.

e Mention: Instructs you to highlight a specific item or concept.
e Special Instructions: Things only you need to know.

Consistent Structure:

Throughout the training you will present the material using the Introduce, Demonstrate, Practice,
and Review structure referenced earlier. In several cases, with more complex skills, there are
multiple demonstration and practice sessions between the introduction and review sections in a

chapter. Following this outline precisely is required even if you have students who can learn the
material rapidly.

Consistent Presentation:

In addition to knowing this material you must also be familiar with the way it is traditionally taught.
While each trainer may have their own style, consistency is critical.

© 2016 Samaritan Technologies
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1.3  Pre-Training Checklist

Before you begin a training class, you should:

o Create a volunteer login in the system for a volunteer that has self-referred to opportunities, and
has been scheduled with and placed with opportunities

o Create an eCoordinator login for yourself in the system with pre-made named searches and
grids that support the instruction of “Named Searches" and "Named Grids”

o Using the eCoordinator login that you created for yourself, include pre-made schedule slots that
support the instruction of “Scheduling System”

o Create new eCoordinator logins--one for each expected trainee (and maybe a few extra)

o Clear out any volunteers, opportunities, programs, grids and folders in the system from previous
trainings, if any

Before you attend a training class, you should:
o Know how to browse the Internet, go to websites, and specifically use Internet Explorer

o Have at least a cursory knowledge of Notepad and a spreadsheet software (e.g., Microsoft
Excel)

o Know some basic clipboard keyboard commands:
e Select All: Ctrl+A
e Copy: Ctrl+C or Ctrl+Insert
e Paste: Ctrl+V or Shift+Insert

© 2016 Samaritan Technologies



1.4 Product Orientation

The typical volunteer management system consists of two integrated parts:

1. An eRecruiter website. eRecruiter is a product of Samaritan Technologies that integrates with
your website, offering a portal for volunteers (or potential volunteers) to register, browse for
opportunities, etc. Additionally, organizations with whom you have partnered may register
organization and opportunity profiles.

YOIII.]-_,OgD » Volunteer Managment System

WVolinissr Regadraisa
My Profie

WEICUH]E b our voluntesr system. Please use the Enkcs on the left to find opportunities, regester,

and schedule yoursell for senice. Without volunteers we couldn® provide many valuable sesnaces to the
community. Thank-you for your time

Opparimily Seares

You can help by:

Register to Volurfees Search for Opportunities

Why Volunteer?

= To hawve fun

* Emaronmental stewardshep

» Tir et new peophe and buld Lasting relabionshaps
= To improve health

# To enhance wark and e expenences

= New challenges and oppafiunes

® To build sef-esteerm and confidence

Copymght & 3008 - Samantan Technologies

www SAMAMAN o

2. An integrated volunteer coordination software called eCoordinator

© 2016 Samaritan Technologies
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YOUI'I_JOgO >> Volunteer Management System

Samaritan Demo Account : [’ All Data

New

Show All |

Grid Settings | |

Edit
Delete
Reports
Calendar
Refer/Place
Log Book
Email

Share

Background Check

Select Al
Unselect All

1 to 67 of 67 Volunteers

[ AR R R R A AR

Find |

——————————————— Saved Grids ----------------— ¥| Search Systen

*Doe
9325
Aguilar
Alexander
Allen
Amin

Anderson

John 5550002222 *Opp (Schedule Slots), Baby Fe
Mike Brady 877-8126 9325

Arnonzo 760-889-4324 Answering Phones

Paul 954-552-3255 *Eco-Tours-Staff, Adopt A Beac
Douglas g77-8126 Basketball Coach, Overnight
Ahmed 405-744-5145 Monterey State Beach Clean Up
Betsy Answering Phones, Beach Vollyb

We will begin training with an introduction to the eRecruiter so that you can see the tool that
volunteers will be using. These images are from a generic eRecruiter. Your eRecruiter will match

the look and feel of your own website.

141 eRecruiter Introduction

Intro

The eRecruiter website is available to the public. Anyone can find service opportunities, register,
and return later to check their schedules, report service hours and view suggestions on new ways

to get involved.

© 2016 Samaritan Technologies



YOIJI‘]-_,()gO » Volunteer Managment Systemn

WVolinissr Regadraisa
My Profie

Opparimily Seares

WEIC(}HIE to our voluntesr system. Flease use the lnis on the left 1o find opportunities, register,

and schedule yourself for service, Without wolunbeers we couldn’t provide many valuable sendces to the
community. Thank-you for your time.

You can help by:

Ragistar to Volurteer Search for Opportunities

# To enhance wark and e expenences
= New challenges and oppafiunes
® To build sef-esteerm and confidence

Copymght & 3008 - Samantan Technologies

www SAMAMAN o
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- = Ak

Contact Info

Personal Information
Salutabon I Hona = Rreet Address oo
- 1:
= Farigt Mama: Michael ity Poriand
Ml [rebal: L3
Last Namea: Brady T TOEEES
* Gender: I Hale :' Country: Unitad Staben ;I
- Eapdn of Barth: osF15 2008 | 75 -
[ wooishd hbos fo recenve volunbeer opportundbses
o riusity Search & -
i ¥ User [D: geriubrady {2} permdeally theauh my email,
Paggwand: srnEnEs

Werdy Password: sesssses

Contact Information

- Day Prone: 801-555-4331 ] Fan Prooe:
Evening Fhene: | | Email Address: | mbradyBsamantan, com
Call Phong: |
My Availabikty

g

I Am Available to Serve

Sunday Thursday
l- Homings r Hornings
F Alsssszas K Alsssazas

The “Volunteer Menu" is for volunteers to use when searching for opportunities, reviewing
placements, checking schedules and reporting service. Volunteers create a User ID and
password when they register for the first time.

eRecruiter can also be accessed using some of the more popular social networking websites.
Volunteers may sign up or login using passwords they have already created for Facebook,
Google, Twitter, etc. Starting with version 6.9.2, volunteers may subscribe to an RSS feed of
your eRecruiter, with newly-published opportunities appearing in their feed reader.

YOUI'LOQO » Volunteer Management System
Lo

e ...... = ..... SR
Qegartunity Sesrch

WRBINEEET Login n
=

Want to become a voluntesr? Welcome!
Please provide ws Some basec I you are alréady a volundeer, please bg-in
irdorrriation: here:

Liser D i
Mew Yolabesr Sign Up

Passward i
Or ign up using Logn

|| e, Google, Metiog. Yabesst or ams |

K} Facebook g Twitter E—
i Google
4 Fregol your passwerd? Fcebook
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Organization eRecruiter: One function of eRecruiter available as of version 6.9 is the
Organization eRecruiter. This functionality allows your partner organizations to register an
organization or an opportunity profile via eRecruiter, and they will end up in your
eCoordinator's inbox, just like that of a volunteer profile. This gives your partner organizations
the ability to recruit volunteers to their opportunities on your eRecruiter, pending your
approval, of course.

AddThis: See what hot opportunities your volunteers are sharing through social networking
sites. You can add an AddThis link to gather analytics from your eRecruiter. Speak to
Samaritan customer support for more detalils.

Activity:

1. Ask trainees to go to the eRecruiter website on their computers. eRecruiter sites will
vary for each Samaritan client.
2. Resolve any Internet access problems.

1.4.1.1 eRecruiter Demonstration

D

Demo

Your instructor will now take you through a demonstration of how to:

1. Search for service opportunities

2. Review search results Action:

3. Review details on a chosen service Demonstrate this by going to the
opportunity eRecruiter and pretending to be a

4. Sign up for an opportunity new volunteer.

5. Register as a volunteer; demonstrate
each tab as part of registration

Volunteers may need to be approved by designated staff in eCoordinator before they will be
able to review their schedules and placements, or enter logbook entries after they serve. This
is the difference between "referrals" and "placements.”

1. Review Referrals
2. Check Schedule Action:
3. Check My Profile . Log out

. Click on the listed commands in

order
. Use your previously created
volunteer User ID and Password
when requested

© 2016 Samaritan Technologies
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1.4.1.2 eRecruiter Practice

P

Practice

Now it is your turn to practice being a volunteer! At this point in our training, you will find and
register for a service opportunity. Please remember your Volunteer User ID & Password
because you will need them later when we practice reviewing referrals and schedules. You may
want to write your User ID & Password here:

My Practice Volunteer User ID & Password are:

User ID: Password:

Now follow these instructions:

Practice Instructions:

—

1. Go to your eRecruiter » Mv Profile
website

2. Click "Opportunity » Schedule
Search" and enter
criteria

3. Review search results » Placements

4. Pick a service
opportunity

5. Review details

6. Sign up

7. Complete all fields
when registering Log QOut

» Heferrals

» Report Service

© 2016 Samaritan Technologies
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1.4.1.3 eRecruiter Review

R

Review

A few things to remember about your eRecruiter:

1. Volunteers can find service opportunities using
multiple criteria Activity: Ask participants to read this

2. Depending on how your system out loud.
administrators have set up eRecruiter,
volunteers may not be able to review
placements, schedules or logbooks
without being approved by you through
eCoordinator

My Personal Review:

1. Where is the public website located? (URL)

2. Can a volunteer review their schedule without having been approved by a coordinator?
YES NO

3. Which of your service opportunities are you most excited about volunteers seeing
when they go to the eRecruiter?

4. 1s it possible to search for service opportunities on the eRecruiter using multiple
criteria?

YES NO

Answer Key:

1. Differs for each customer
2. Differs for each customer
3. Answers will vary

4. Yes

© 2016 Samaritan Technologies
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1.4.2 eCoordinator Introduction

The second part of the volunteer system is a secure web-based piece of software called
eCoordinator, which helps you manage your volunteers, service opportunities, organizations and
clients. The two products are fully interactive, so you can easily post new service opportunities
online from inside eCoordinator, and receive new volunteers who are interested in serving in
them.

YOUI'I_JOgO >> Volunteer Management System

Samaritan Demo Account : [’ All Data

New

Show All | Grid Settings | | ——————————————— Saved Grids ------------------ | Search Systen
Edit
_ 1 to 67 of 67 Volunteers
Reports
s Find | | [ | |
Calendar
[ *Doge John 5550002222 *Opp (Schedule Slots), Baby Fe
Refer/Place
[~ 9325 Mike Brady  877-8126 9325
Log Book
Email [T Aguilar Arnonzo 760-889-4324 Answering Phones
Share [T Alexander Paul 954-552-3255 *Eco-Tours-Staff, Adopt A Beac
Background Check [T allen Douglas 877-8126 Basketball Coach, Owvernight
Select All [ amin Ahmed 405-744-5145 Monterey State Beach Clean Up
Unselect All [T Anderson Betsy Answering Phones, Beach Vollyb

Purpose of eCoordinator

eCoordinator helps you review, process, schedule, track and report on volunteers. It also
controls which opportunities are viewed on eRecruiter and receives new volunteers who
register there.

© 2016 Samaritan Technologies
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Networking Records:

Finally, eCoordinator allows for the existence of networks, where volunteer data flows from
one eCoordinator account to another, even forming hierarchies and tributaries.

Folder Sharing:

As illustrated below, eCoordinator accounts are networked together in a way that allows program
administrators to automatically see all volunteer activity at the main level. This eliminates the need
for reports to be sent to administrators on any data stored inside eCoordinator, including statistics.
When you (or your volunteers) change anything in the database, it is automatically changed
throughout the entire system.

i'llli.i'l.rl.-_i.'llll' I il -

Gamaritan Dems Aocgwnt

VOLIT O - v . i‘lli.ih'l.:i.'illl' |I i ‘
Samaritan Dems Accownt Samaritan Dems Accownt
----- pr— rT—

Folder Access:

Unlike Folder Sharing, where data visibility and access are facilitated by sharing the folder
contents in one eCoordinator account to a folder in a separate eCoordinator account, Folder
Access uses only a single eCoordinator account. In other words, instead of multiple eCoordinator
users logging in to multiple accounts, with each account containing different data, Folder Access
has those same multiple eCoordinator users logging in to a single account that contains all of the
data. The beauty in this solution is that each login has access only to certain folders (defined in
AMS), and can therefore access only the data that is pertinent to the individual, much like logging
in to a separate eCoordinator account altogether.

© 2016 Samaritan Technologies
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Accessing eCoordinator:

Action: Write trainee eCoordinator User IDs and passwords on blackboard/white board.

eCoordinator

If you already have a User ID and password, please enter here:

User ID: |

Password: |

Forgot your password? @

To access the system go to https://ec.samaritan.com/coordinator and type in the eCoordinator
User ID and Password you have been assigned for this training. This is NOT the Volunteer User ID
and Password that you created when registering on the eRecruiter. The first time you access
eCoordinator you may need to disable pop-up blocking on your computer. If you have difficulties
accessing the software, please talk to your instructor.

Action: Monitor trainees as they login, and resolve any access problems.
Special Instructions: Resolving Access Problems
The most common access problems and solutions:

1. Google, Yahoo or other pop-up blockers are enabled.

Solution: Click the icons (usually resembling some sort of a burst, or exclamation mark) and
enable pop-up.

© 2016 Samaritan Technologies
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T eCoardinator 6.9,3 - Mitrosalt Internet Explarer

Fis Edt Vs Favotes Took Help

Q- Q - [x] @ B Pt Gormts B 3- 5 [
Addrnss [ hitpefec. vounteermon. comfoor dnator fndex php
Gosgle| I - L

ﬁﬂuw slow popeups from sc wolurt s mow, com |
|

2. Internet Explorer pop-up blocking is enabled.
Solution: Disable it by clicking on the pop-up bar (yellowish in color) and selecting "Always

Allow Pop-ups from This Site," as shown here:

T} eCosrdinator 5.9,3 - Microsalt Interivel Expborer
Bl Edt  Wew Favortes Jook  Help

Qo - Q- [ 2] G| Pt yormman B (3- 1 [F
Adress Iﬂ htipy e volintee mow. comfcoordinatorindex . php

= Po

3. Trainee is mistyping or does not have a valid User ID or password.
Solution: Try reissuing a different User ID and typing it into the system yourself.

© 2016 Samaritan Technologies
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1.4.3 System Review

R

Review

My Personal Review:

Which of the following statements about the eCoordinator/eRecruiter volunteer
management system are TRUE?

1. It has a public website.
TRUE FALSE

2. It includes a secure, web-based software called eCoordinator.
TRUE FALSE

3. You will see only your own data when you log into eCoordinator.
TRUE FALSE

4. Anyone with administrative access may see your data at anytime without contacting
you.

TRUE FALSE

Answer Key:

All of the above statements are TRUE.

© 2016 Samaritan Technologies
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1.4.4  eCoordinator Basic Navigation

There are three navigation components covered in this section:

1. Main Tabs
2. Menu Bar
3. Function Buttons

1.4.4.1 Main Tabs

There is one tab for each type of data you will work with most frequently: Volunteers,
Opportunities, Organizations and Clients. There is a standard way of describing the
logic between these tabs: “Who does What for Whom.”

¢ Volunteers = Who _

« Opportunities = does What Action: Move your mouse across

e Organizations = for Whom

¢ Clients = also for Whom, though
not all eCoordinator users will
designate individuals as service
recipients.

each tab as you describe "Who
does What for Whom."

Each of these has a unique definition with your organization:

¢ Volunteers: Any volunteer who participates in a service opportunity.

e Opportunities: Any activity that engages volunteers (including trainings).

e Organizations: Organizations which own or operate service opportunities.

¢ Clients: Individual recipients of volunteer service. Not all eCoordinator users will use
this tab.

© 2016 Samaritan Technologies
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1.4.4.2 Menu Bar

Report A1 T

YOUIIDgO >> Volunteer Manageinent System

Samaritan Demo Account : 7 All Data

Opportunities | clients |

The menu bar gives you access to administrative options, build reports on ALL data in
the system, and access the help file.

1443 Function Buttons

New These allow you to choose the action you want to take on selected

Edit records only. In some cases you can only select a single record before

taking one of the listed actions.

Delete
Reports Later we will teach you how to search, sort, and build named grids and
Calendar searches which will help you enter the data you need into the grids. For

ReguestiAssign | NOW it IS important to know that you can select records and take action on
Log Book them.

Emal There are some buttons which open up entirely new sets of functions like
Share “Scheduling,” "Email," and “Log Book.” Each of those has its own section
Unshare of training material in this course.

Background Check
Select Al You may also right-clic_:k on any _of the main_ grids and l_)e given the option
nserct Al of creating a new profile, or editing or deleting the profile that the mouse

cursor is hovered over at the time of right-click.

© 2016 Samaritan Technologies
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145

Basic Navigation Demonstration

Your instructor will now take you on a basic tour of the software. You will then have the opportunity
to explore these same features yourself. Here are some specific things you need to know:

1.45.1 Menu Bar Tour
Account:
Account Tools |R=port All |H=Ip

Edit My Crganization

Choosze My Organization

E_!-go » Volunteer Managment System

In the “Account” menu, you use “Change User Info” to modify your eCoordinator User ID &

Password.

Change User Information

You must enter the old password to change user information or password. Your

user ID and password must contain at least 6 characters.

Your Name:
Your Email:
Your Phone:
User I

Old Password:

Mew Password:

Confirm New Passward: |

IMike Brady

IMike Brady <mbrady@s

Imbra dy_hidoe

oK | Cancel |

© 2016 Samari
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= . u ;
LD eervrrre g 0T Managment System
Enable Ghost Records View
Administrative Opticns

Items in the "Tools" menu will be not discussed in this training.

Report All:

Velunteer Data Grid
Volunteer Schedule

In the “Report All” menu, there are two levels of pull down menus. The Report ALL allows you
to report on all the data in the database rather than just specific records. To build reports on
specific records use the function button called “Reports” on the left side of the screen after
you find and select the desired records. Reports will also be explained in greater depth later in
this training guide, but please be aware that they can be accessed from the menu bar.

© 2016 Samaritan Technologies
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Help:

Samaritan Website

yowmgo » Volunteer Managment ‘_. e

About eCoordinator

The “Help” menu contains access to the internal help files. The internal help files are structured by
function.

eCoordinator Help Getting Started
L. IGetting Started
@ Organizations Welcome to eCoordinator!

@ Opportunities
@ Volunteers This is meant to be a user's manual at your fingertips.
@ Clients

@ Surveys

& Background Check
@ Placing and Referring

-
=/

(w0

For online users, you may use the Table of Contents to the left of this screen to find the
information that you need. Also, in the dark gray band (above) are links to help you flip
through the pages of this help file. The following icons are used:

© 2016 Samaritan Technologies
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1.45.2 Function Button Tour

Each feature will be discussed in greater detail later on in this manual. For now please note the
following:

1. Before using a function, please select a record first.
2. Some buttons will not function unless a record is selected.

MNew

Action: Point out each function button.

Edit

Delete

Reports

Calendar

Request'Az=ign

Log Book

Email

Share

Un=zhare

Background Check

Select All

Unselect All

1.4.6  Basic Navigation Practice

P

Practice

Practice Instructions:

1. Change your password.

2. Learn more about how to edit a volunteer record by using the Help file.

3. Observe which function buttons become available to you when 0, 1 or 2+ profiles are
selected.

Action: Monitor trainees and tutor as needed.

© 2016 Samaritan Technologies
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147 Basic Navigation Review

R

Review

My Personal Review:

1. Please list all the resources you have for learning more about the volunteer management
system. Include printed materials.

a)

b)

c)
d)

2. How often should you change your password the the system?

3. The best way to describe he relationship between volunteers, opportunities and
organizations is:

Answer Key:

1. Answers to this question may include:
a) Menu> Help> Help

b) This training guide

¢) Samaritan Technologies support line: 888-904-6060 x 208

d) Samaritan Technologies support email: support@samaritan.com
. Depends on your internal policies.
. WHO does WHAT for WHOM

© 2016 Samaritan Technologies
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2 Data Entry

The good news is that volunteers will do most of their own data entry from the eRecruiter.
However, you still need to know how to enter new Organization, Opportunity, Volunteer and Client
profiles whenever you need to.

Here are some things to remember before you start doing any data entry:

1. Before creating an opportunity profile, you must first create the organization profile to which the
opportunity belongs.

2. Multiple opportunities can belong to a single organization.

3. Training courses are another type of service opportunity.

4. Depending on how your program administrators have set up your system, selected data from
opportunity profiles may be published on the eRecruiter. Be careful not to publish sensitive
information.

2.1 Data Entry Demonstration: Organization

D

Demo

Since opportunity profiles are administered by organizations, the organization profiles must be
created before opportunities profiles. To create a new organization profile, click on the
"Organizations” tab, then click the “New” function button. Or, try right-clicking on the grid and
selecting "New."

Samaritan Demo Account : '’ My Data

Hew Show Al ] Grid Seltings | [ ——— Saved Grids ----==---=-s=sueu-

X

1to 13 of 13 Organizations

vl
Calendar
Find |[ [= S
Reporis -
[~ 32581
[ A Mew Leaf S Dec 2009 4:29£

I mn Ranle
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Main Info: You will see a screen that looks like this:

New Organization Profile

Wi infs OIS & Mssion Sarvices Provided Staff Shils. M calnnecs Apprervers Hisbory

® indicates requered fizlds
Flaase enter information about organizatean

*Organizaton Nama I Contact Parson
Flease select a par:n!l __________ P — =1 Contact Position
arganization
or anber of not alresdy n I-nl Day Fhone
Evening Phone
Scop I ---------- HEng wessenanas EI Cell Fhone [—
T-..pe .......... HNanl =cssacssas -
I _I Fax Phone
Strest Address 1 [ :
Email Address
Strest Addrass 2 |
) Exacutive Diractor Nama
ity I 2
Executive Diredtor Fhone
State [ Choose & state |
Web Ste {f spphicable)
Zin [
¥ou nesd & User ID and Passward (st laast & symbels) to
register servioe appartunities and edit information.
Usar 1D
Fassword:

Verify password:

I T T

Enter the basic information about your organization in the “Main Info” tab. Other tabs cannot

be accessed until an Organization Name is entered. The parent organization drop-down field
is customizable per your organization's needs. Please be as thorough as possible on this tab,
as it may save much time later on.

You may either click the “Next” button at the bottom of the screen, or click the “MOU's & Mission”
tab to move to the next set of data.

© 2016 Samaritan Technologies
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MOU's & Mission: The “MOU's & Mission” tab is for the mission statement, travel directions, and
other free-form notes or comments (optional).

New Organization Profile: Gresham Volunteers

Wain infa WO & Mssion Sarvices Provided Staff Shils. LETT R e Apprervers Hisbory

Plaass el us about your organizatan
™ Memarandum of Understanding Approwed

Marmorandum of Understanding Date (rmem/ddfyyyy): - - -

Mistaan statement

=
Travel Chractong (o your Location ;I

=

|
Other notes or comments about the organization

=

E

T

Again, click the “Next” button or the “Services Provided” tab to advance to the next screen.
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Services Provided: This tab allows you to define what kind of services the organization provides.

New Organization Profile: Gresham Volunteers

Wais infe

MOUs & Mssnn

Servces Provided

Stald Shily.

Mrcalaneos

‘What sarnoes doss thet orghrmEation rendar o the pubhe?

r Advocacy

I a1p0s v

™ Animal Cass

I arts

I” children

I” Civic Responsibility

™ Community Building

™ Cansulting

™ Crima Prevention

™ Dusabibty Awareness
I™ Bamests vialencs

I iBrug Prevention

I~ Drug Rehabilitation

I™ Econamic Develspment
I Education (Post-Secondary)
I Education {Primary)

I EBducation {Secondary)
I~ Emergency Assistance

r Employment Traiming

™ entrepreneur

I™ Ervirgnment / Consarvation
I Ethnic Awarensss

I” Faith - based

I™ Faundation

I™ Fund Raising

™ Health

I™ Homnalessness

™ Housing

™ Human Rights

I™ Human Services

r Hunger

I Internaticnal Service f Akl
™ veermey

I™ Media

I” Meantaring

I™ Mational Service

" other

I~ Palicy work

™ Palitics

[ Poverty Relef

[ scouting

" Seniors

[ Service Learning

I™ Social Justice

[ Technology

™ Training

I viclence Brevention
™ voluntear Management [ Referral
I~ volunteering

™ voter Registration
™ Youth Development
[ Youth Programs

™ Yaouth Service

_ e

I Head Finish

Cancel
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Staff Skills: Use this tab to define what skills are required by staff members working in any way
with this organization. This screenshot displays languages spoken, however please remember that
selections are customizable.

New Organization Profile: Gresham Volunteers

MOUrs & Mission Services Provided Staft Skl Approers

Langisdges Spakan Y stafi:

[ Chinese

- English

I Erench

I German

™ realian

r Partuguass
I Russian

r Spanish

I swedish
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Miscellaneous: This tab is also known as the User Defined tab, meaning that you, the user,
define what fields appear here. Since this tab is generally administrated by program heads, not all
eCoordinator users will have the ability to define their own fields. Training on this tab will be done
on a case-by-case basis.

New Organization Profile: Gresham Volunteers

Kain info NOU's & Nsson Sernces Provided Stafi Skills. Mescelaneiss A pproreers History

© 2016 Samaritan Technologies
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Approvers: Not all eCoordinators will use or have access to this tab. It is used to set up and
administer "Approver" personnel who do NOT have eCoordinator access. Approvers have the
ability to view and approve (or disapprove) log book entries without having access to eCoordinator.

New Organization Profile: Gresham Volunteers

Wain info MOUs & Mssion Seraces Providad Stafi Skils Mescelaneoes Approreers History

* indicates requsred fislds
Enter or sele the people that can approve fems for this QrQANTHtEDn,

dvailable approvers fpprovers for this organezation

Todd Approver

Updabe al opportunibes for this
Capy Deints DIGANITABON With Bue 3ame spproven(s)

*First Name: [Brece  *address 1: [z55 5. 600 E., Suite 102
Middle Initial: [ Addvessz: |
SLast Mame: Iﬂ-ehv'n:'— L = |$-:||I: Lake ity
State: |Ltah =]

*Cray Phane: 7E0-809-6589 Courty: | Salt Lake =|
Fax Phone: *Zip: |gs102
Call Phana: Country: | United States =]

*Ermail: |bru5eh:h'.-mer:nsnmantan.mrn
SUser 1d: bruceapprover r Sigred approver information form on
Passward: sEsEEEEEE file:
*Confirm Passward: LLITITTIT
Log Book Entries (LBE) r r
Fw I Save CRangds |

T T
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History: The History tab keeps an audit trail of all changes to the profile. This includes placements
and referrals, changes to any of the data fields in the profile, and you can even add your own
notes. You can generate a history report, and approve profiles from this tab as well. All entries are
time and date stamped, and included the name or login of the individual who made the change.

New Organization Profile: Gresham Volunteers

Wais nfs MOU's & Mssnn Seraces Provided Staff Sk Mrcalaneos Approvers Histary
Hisbary: Filer hestary bo display:
0% Feb 2010 02:34 PM -

=1 |Everything
Following actions performed by Mike Brady:

=
Organization Names AddEdi Noles Export Hstory | History Regant
changed fraom NS A to Gresham Volunteers

State
changed from MSA o OR

Created By: Mika Brady
5:""5‘ "‘-‘!‘ﬁ'm L Creation Cate: 0% Feb 2010 02:33 FM
changed from NS A to 555 Street Blvd Crastor Emails Mike Brady
Sirest Address 2 Creator Phone: 288-904-6060 x 204
changed from HSA to Ste 113 Siabs: Created
Ciky Aeques! approval Apprgve | Disapprove |
changed from HfA to Gresham

Unstie To Pace Voknteer | cancel |

Zip
changed from MJA to 97030

Pasiward
changed from NfA tg *=ssesss

User 10
changed fram WA to greshamvolunteers

Contact Info: Contadt Person
changed from NSA 10 Mike Brady

Cantme Taba: Cankst Deagians ;I

I T

Please always make sure to click the "Finish" button when completing any profile.
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2.2  Data Entry Practice: Organization

Practice Instructions:

1. Create a new Organization profile.
2. Use your own information for the contact person.
3. Fill out all applicable fields.
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2.3 Data Entry Demonstration: Opportunity

The next step is to create your Opportunity. Select the “Opportunity” tab and then click “New.”
Or, try right-clicking on the grid and selecting "New."

Samaritan Demo Account

New Show All | Grid Settings | | --------------- Saved Grids ----------——--
Edit [E

1 to 14 of 14 Opportunities

Copy

B T TV— T

Delet
o Find I

Calendar
- *Opp (Schedule Slots) *Tast Org

Reports

- Audio technician - FOH Boston Chinatown Neighb

BefariPlars

© 2016 Samaritan Technologies
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Title & Desc.: Enter the name of your opportunity and a brief description.

New Dppurtunity Profile

'urol-ﬁx:hﬁe: [ volsis | | Neighborhioods ] Uiscelaneous |

* indicates reguired fields

Plaaze create a title and detailad deseription for this apportunity.

“Title |
El
Description
=
I™ Disastar
What type of apportunity is this? [ Emergency
™ Mene

_ Pl: . NM F“Hh Canul
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Organization Info: This tab displays a list of organization profiles that have already been
created in your eCoordinator. You may select “My Organization” to auto-select your specific
home organization, or use the search box to limit the results displayed. Find and select your
organization, then click “Next.”

New 1:|pp:::rturaltyr Profile: Park Maintenance Volunteer

Grganizaten knfo [ Vol Avall

| | Addtonalinfe | wamd; Wl.lrrlmﬁcru | [ Macemancous | |

* indicates required fialds

Which organization Sponsors this sarvice opportunity 7

Organization List

“Test Org

haian=-American Relocation Froject
Bentley Manor hasisced Living

Big Brother

Bozton Chinatown Heighborhood Center
Bruce's Org Registraticn Test Account
Bruce's test org 2

Bruce's test crganization nusber 3
Camp Fire USA

Cops and Kids

Creative Commanications

Everything Ozganization!

fakefake

1to 12 of 29 Records Page 1of 3 -0 <] 1B

Find results for...

Find | Show Al | My Organization
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Location Info: Enter the physical address of the location where the services will occur for this
opportunity. If this address is the same as your organization contact information, you may again
click “Same as Organization” to auto-fill the information. There is also a free-form text field that
allows you to enter a more detailed description of the location. If you do not know the location,
click the “Show Map” button and a separate MapQuest window will open.

New (Z:tr.lpt::rtunit:a,ir Profile: Park Maintenance Volunteer

& Desc. [ organizateninfo [  ecewawte || contactimnie el Aval, Vel Interests

LYo Aok "u"d. Antnrlm ".fnl HH nfo Fﬁi.l'fll!!l‘t Senna Trumn

Tran:purlnm-a

Plaaze santer the loeabion where sarics will sedur

™ same as Organization

Description of location:

Address 1: [
Address 2: [
Citys
State:| Choose a state =

Zipzl
Phnn::l

Show Map
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Contact Info: This tab displays contact information for the opportunity. If appropriate, you may
click the “Same as Organization” button at the top of the screen to copy the contact information
from your organization's "Main Info" tab to this screen. All of the fields filled out on that tab will
auto-fill in the corresponding fields on the Opportunity Contacts tab. Click “Next” to continue.

New Dppurl:unlty Proﬂle Park Mamtenance Volunteer

I Organization info I:u:-nral:r info

| Vol Activities 'ﬂll nalhfb NE#IMM& Volunigers Serve | Miscelaneous |

* indicates reguired fields

™ Same as Organization

*addrees 1: | Contact Person: |
Address 2: | Contact Fosition: |
*City:| Day Phomne: |

Zip:| Evening Phone: |

Cell Phone: |

Fax Phome: |

Email Address: |

Executive Director Name: |
Executive Director Phane: |

Web Site (if apphcable): |
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Vol. Avail: Select the days and times that volunteers should be available to assist with this
opportunity, and how frequently. Select all that apply.

New Opportunity Profile: Park Maintenance Volunteer

‘When should volunteers be available?

How often should volunteers be available?

Sunday Monday Tuesday Wednesday

C paily
™ Mornings ™ Momings ™ Mornings ™ Mornings © Waeldy
I Afternoons [ Aftemocons [ ARerncons [ Afternoons © Manthly
I" Evenings [ Evenings [ Evenings [ Evenings  vearty
Thursday Friday Saturday Mise. ' on-Gaing

I marnings [ Momings [ Mornings [ Weakends
[ afternoons [ Afternoons [ Afterncons [ Weekdays
r Evenings r Evenings r Evenings r Sunmmer
I winter
[ other
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Vol. Interests: The “Vol. Interests” tab allows you to select the personal interests that your
volunteers should have for the opportunity you are entering. Check as many boxes as you feel are

appropriate for this opportunity.

New Opportunity Profile: Park Maintenance Volunteer

Children Environmaent
[~ Manter ™ air & Water Pratection
™ Murture ™ Conservation & Consumption
™ Prepare ™ Sail & Agriculture
™ Protect
Other Social Health
[™ Animal Rights ™ Education
I Politics I Emplayment
I™ Religion ™ Health & Aging
™ Homelessness & Poverty
[ Industry & Economic Development
™ Public Safety
™ Transportation & Communication
Education Health
I™ Education: Adult ™ Addictive Disorders

I Education: College

I Education: Elernentary
I™ Education: Preschoo!

I™ Education: Secondary

I Education: Special nesds
I™ Tutoring Children / Youth

[ Alcohol, Drug, and Substance Abuse
™ Het Line, Crisis Intervention
™ Mental Health Treatment

I America’s Promise: A healthy start
™ America’s Promise: A marketable skill
™ America’s Promise: A safe place

Vol Avail |

What parsonal interests should yvour voluntesrs hava?

[ America’s Promise: An ongoing relationship with a caring adult
[~ Ammerica’s Promise: An opportunity to give back

Wold inberests

Human Rights

™ Expanding

™ Pecple with Disabilities
[ Protecting

™ Protecting Diversity

™ Quality of Life

Youth

™ Health & Education
I Rights of
'-_ Sange

Interpretive Programs

™ campfire Storyteller

r Evening Frograms

™ Guest Interpretive Speaker
™ maturalist

I™ school Group Leader

Mt

Fnish Cancsl
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Vol. Activities: What will volunteers be doing? What kind of activities? Selecting check boxes
here may display the information on the eRecruiter, so that volunteers know what to expect.

New Opportunity Profile: Park Malntenance Volunteer

Qrganization info Wl Avall

||_TedDme__|§
[ ol Activiies | | [ Addtionainfe | Vul.lrﬂmScru: | [ Wocetsneous | |

C_=_ ) —1 1] [ rmonews [ ooy

What will valuntears be deing?
™ animal Care ™ Landscaping or Yard Work
I Artistry/Photography I" Leading a Youth Group
™ arte and Crafts Instruction I Legal or Financial Counsaling
I™ Board or Committes Member ™ Mentaring
I Bockkeeping/Accounting I™ Music / Cultural Instruction
I™ Caring far the Sick ™ Parsanal Care: Aging and Infirm
™ child Care I Personal Care: Pecple with Disabilities
I Classroom Assistance I™ Preparing and Delivering Food
I™ Coaching Athlatics I™ Project/Event Organizing
I Collection and Distribution I Provide Basic Health and Dental Needs
™ Computar Assistance/Instruction I Public Safsty
™ Computer/Web Pragramrming I Public Speaking
I Construction and Building Projects I Publicity
™ Counseling I™ Receptionist / Telephane Support
I™ Data Entry and Office Work ™ Recycling / Reuse Projects
I Disaster/Emergency Team ™ Rehabilitation Counseling
I™ Criving ™ Repairs and Maintenance
™ Entertaining ™ sales and Custamer Sarvice
I Feeding the Hungry I summer Job
™ Foreign or Sign Language Translation I~ Training
I™ Foster Care for Children ™ Tutoring
I Fundraising I victim Advocate
I Individual Qutresch (Telephane / In Person) [ Visiting and Develaping Friendships
I Internship ™ writing/Editing
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Vol. Skills: This tab can be used to display on the eRecruiter either 1) what skills volunteers
NEED to have in order to sign up for this opportunity, or 2) what skills volunteers will receive
training in, as pertaining to this opportunity. Select the skill group on the left, then select either

"Required" or "Provided" on the right.

New Opportunity Profile: Park Maintenance Volunteer

Title & Desc. Drganizaton ko ] Locatisn nfo m Contact info el Avai ]

Vol interests

Vol Actiites Vol Skils Addtional nfo Neghborhoods Volunileers Serve

Sign-in Approvers Transportation Aftachments History

Wacalansous

What skills do you want to narmow your search by?

Experience Category Required Provided

Arts & Culbure Dﬂ

Clarical r nee

communications I

Cammunity

Crafts [~ Photography
i

Music

Damestic

Education _
Ermergency,/Disastar
Health/Medical
Human Services
Languages
Leasdership
Frofessional
Sports/Recreation
Trade/Technical

= i i i |

¥ velunteer requires specific skills far this sppartunity?

Cancsl
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Additional Info: This screen allows for a free-form additional information entry, as well as the
minimum age of volunteers, number of volunteers needed, and the minimum number of hours per
week to be served by volunteers. It also allows you to enter the start and end date that the
opportunity will display on the eRecruiter. It also has fields used in Samaritan's Transportation
System, which will be explained only if your organization has leased that system. Also, designate

whether or not this opportunity accepts direct placements, or if volunteers must first be referred
and reviewed before being placed.

New Opportunity Profile: Park Maintenance Volunteer
i & Dese [ Organization infe Locationinte |l Contastimte | veLavm Vol Interests
[ sgnn || Approvers ||| Transportaton || Amachments || ety | |

Vol Skils '
Sign-in Approvers Transportation

Any additional information about this opportunsty

d Minimum age of volunteers |_
Number of volunteers needed |
Ll Max group volunteers |
Max volunteers per grol.lpl
Oppertunity Starting Date: |12 =|[may =][z011 =]

Hew many hours will volunbeer serve per week? |
Opportunity Expiration Date: [12 =|[May =][2012 =]

Display Begin Date: [ | =l =1 Minumum number of clients needed for slot |
Display End Date: | ;“ || = Maximum number of clients allowed for slot |
Valuntesars whe sign-up for this activity an thair own should be:
I~ refarred
I placed

[ placed into schedule slots if already placed with oppartunity

Cnly nclude volunteers with the following  Opportunity Scope Volunteer MUST check the  Volunteer MUST NOT check any of

liability coverage fellowing health options the Following health options
[T Insured by our Agency ™ International I Excellent [T Excellent
[~ Insured by Volunteer Center ™ Local [ Good [~ Good
[~ Mot insured ™ Mational ™ Has allergies [T Has allergies
[~ Self-insured ™ State / Regional ok I~ ok
I Poor [~ Poor
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Neighborhoods: Select the geographical are, location or neighborhood where volunteers will work

when serving in this opportunity.

New Opportunity Profile: Park Maintenance Volunteer

Organization info

||
'u’ol.ﬁ:hﬁ: 'ﬂll Additional info ] Neighborhoods Volunigers Serve | Miscelaneous |

Flease select geographic areas where volunbeers must be willing to sarve.

r Community &2 r Community =4 r Community 6
[T Community 23 T Community =5 [T Community 27

Remembar that mass transit systems may make remote geographic areas available,

Cancal
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Volunteers Serve: Define the target population of this opportunity: who is benefiting from this
service? Who is being served?

New Opportunity Profile: Park Maintenance Volunteer

| Organizaton ko [ [ Vol Avall

| | Addtonalinfe | wamd; .. Volinigers Serve | [ Macemancous | |

Who will veluntears be serving?

™ adults

[ children

[ Emotisnslly Challenged
[ Families

I™ Infants

I Mentally Challengad

I™ Physically Challenged
[ Seniors

™ auth
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Miscellaneous: This tab is also known as the User Defined tab, meaning that you, the user, define
what fields appear here. Since this tab is generally administrated by program heads, not all
eCoordinator users will have the ability to define their own fields. Training on this tab will be done
on a case-by-case basis.

New Dppurl:unity Profile: Park Maintenance Volunteer

| Organkzation it

;
|, Vol Actiitie [ wvoisas  |[[  sdmionainfe (|| meignbormoods || vounteers serve | [ uscelsncous | |
o ]

What Type Of Opportunity 1s This?: [ ..
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Sign-In: If your opportunity utilizes Sign-In, please use this tab to associate the appropriate
Sign-In Station with this opportunity. Sign-In setup will not be covered in this manual. Please
reference the Help file (Menu> Help> Help) for instructions on Sign-In.

New Opportunity Profile: Park Maintenance Volunteer

[ Organization info

Sign-in Transportafon

Sign-In Stations:

Which stations may ba used ta sign-in and sign-out for this oppartunity?

I~ Frant Desk I Rear Entrance

Special messages:

Display the following message fior volunteers when they sign-in for this opportunity.
=
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Approvers: Not all eCoordinators will use or have access to this tab. It is used to set up and
administer "Approver" personnel who do NOT have eCoordinator access. Approvers have the
ability to view and approve (or disapprove) log book entries without having access to eCoordinator.

New Dpportunity Profile: Park Maintenance Vulunteer

* indicates renmred fields
Enber or sebect the people that can approve items for this opportunity.
Available approvers Approvers for this opportunity
Todd Approver

Cogy I Delate Same as organization

*First Nama: [Bruce *address 1: [254 5. 600 E., Suite 104
Middle Initial: [ Address 2: |
*Last Name: |[Behymer *City: |Salt Lake City
State: [utah |
*Cay Phone: [780-809-6588 County:  [Salt Lake =1
Fax Fhone: [ =Zip: [g4102
Cell Phomne: [ Country: | United States =]
*Enmnail: Ihm:ebehymtr@:amatitan.mm
"User 1d: [bruceapprover [ Signed approver information form on
"oasowond: |u (TTI11 ] file

=Confirm Paesword:  [sssssssss

Approval Ttem Can approve Receive approval notifications
Log Book Entries (LBE) - =
Ride Requests = =
Hew Save Changes
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Transportation: Define what transportation the volunteer must possess or use, and also what
kind of transportation this opportunity may provide for volunteers to use.

New Opportunity Profile: Park Maintenance anunteer

Vol Avad

) ST SIS T

Transpostalion

Volunteer MUST have the following means of transportation:  The opportunity provides the following transportation:

I From Home [T Handicap Accessible
I Mear Public Transit I Handicapped Parking
I Other ™ None

™ Provide Your Own ™ Provided by Agency

™ wheelchair Accessible
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Attachments: eCoordinator has the ability to attach files to different profiles, such as images,
documents, etc. Use this tab to attach files, as well as enter notes about the attachments. Note:
there is a 2MiB maximum limit for each file.

New Opportunity Prufile: Park Maintenance Volunteer

nrg:mznbn nto Location infia

[ e, VDLAI:HI‘I.H ".l"l:ll. Ihll:l | Neghborhoods. WNHI:Hrl-SIM Hﬁlml!-

Aftachment list: Image Thumbnail:
Uploaded Attachment )
Other: new (enter description) L
Fila:
2 MB maximum per attachment
Notag:
|
D3 SET I Upilaad | D L I Modify Amachment List a 5 Lt g ol & 5 |
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History: The History tab keeps an audit trail of all changes to the profile. This includes placements
and referrals, changes to any of the data fields in the profile, and you can even add your own
notes. You can generate a history report, and approve profiles from this tab as well. All entries are
time and date stamped, and included the name or login of the individual who made the change.

New Opportunity Profile: Park Maintenance Volunteer

Organization knfo ol inberests

I | ok | —J
‘u"ﬂl. Acthilies ‘q.l"ﬂl. nall'lfn NE#IBH'I 'q.l"ﬂl.n-‘l'IHrl Sarve | |

History': Filter history to display:

09 Feb 2010 02:53 PM

Following actions performed by Mike Brady:

Title AGAEdR liotes | Export History | Histoey Fiaport |
changed from N/A to Park Maintenance Volunteer

[ Evarything =]

Created By: Mike Brady
09 Feb 2010 02:45 PM _ gx:’:;ﬁ:;: ::k'?:ri:;u Heiss B
;::D‘;;ii:f:;:‘: rformed by Mike Brady: Creator Phone: 888-904-6060 x 204
Status: Crested
S:::QE:I:EF::EH N/A to @ Feb 2010 Encpeal Apnmveal Apprevs | DNApprovs |
Unable To Placs Volunbesr I Cancel |

_ H.ﬂ i Fr-h canml

Please always make sure to click the "Finish" button when completing any profile.
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2.4  Data Entry Practice: Opportunity

P

Practice

Practice Instructions: Action: Point out these instructions and

monitor trainees.

1. Create a new opportunity for your
organization

2. Make the description sound enticing

3. The more check boxes you select, the
better--they appear on your eRecruiter!

2.5 Data Entry Review: Opportunity

R

Review

My Personal Review:

1. Which tab is used by the search function of your eRecruiter to help volunteers find
opportunities?

2. When creating service opportunities, why is it better to select as many check boxes as
appropriate?

Answer Key:

1. Differs for each customer
2. It improves relative opportunity search results on eRecruiter, and helps eCoordinator match
appropriate volunteers with the opportunity.
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2.6 Data Entry Demonstration: Volunteers

As much as possible, volunteers should enter their own data through the eRecruiter website.
However, coordinators can enter this data for volunteers directly through eCoordinator when
needed. To access the new volunteer profile, click the “New” button on the “Volunteers” tab. Or, try
right-clicking on the grid and selecting "New."

Samaritan Demo Account

New Show Al |  GridSetings | [ Saved Grids ————————
= 1 to 24 of 24 Volunteers
— _find | | | |
CE|EII'I'E|EF [T  Barber Conan 555-852-5478 Audio technician
Rf:::;iiﬁ r Behymer Ed 760-272-4331 Ride to Bruce's
E il r Behymer Fred 801-555-1212 Clerk, Ride to M
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Contact Info: This tab contains critical information such as volunteer name, address and all other
contact information. It is also where to find the volunteer's User ID and Password to access their
profile on eRecruiter. If a volunteer ever forgets this login information, eCoordinator users may
restore or reset the User ID. Passwords are blocked out, so eCoordinators may reset the Password
from this tab.

Notice the required fields are marked with an asterisk (*):

New Volunteer Profile

Contact nfo Hf.ﬁ.'l'!m My Inlerests My Actvities I My Skilis Uy Background

-—-r—-

* indicates reguired fislds
Please complete your information as requested, Fress Next at the bottom of the screen to continue.

Salutation: lm . Street Address 1: |
*First Name: ﬁ Street Address 2: |
Middle Initial: [ o[
*Last Mame: | =zp:
*Gender: © Mala © Famala

: 1 wauld like to receive voluntear opportunities pariodically thraugh
*Date of Birth: | ﬂl lll ﬂ W~ my email.

Pleaze enter & USER ID and Password (&t least 6
symbols). With this login, yvou can return later to
update yaur nfarmation

*User [D:
*Passwaord:
"=verify password:

*Day Phone: [
Evening Fhone: |
Call Phona: |
Fax Phone: [

*Email Address: |

1= ﬁ.di\.-e.
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My Availability: Select the time(s) when volunteer will be able to serve, and how often. Take note
that this screen is identical to the screen of the same name on the opportunity profile. This is to
help the system search and sort through the profiles, or match volunteers with opportunities if the
same box is checked on both screens. These topics will be discussed later in this training.

New Volunteer Profile: Samaritan, Mike

Contact info My Avaisbiity My Fiterests My Actvities My Siils Uy Background
WWhare | Sarva Wha | Sarve Uy Rafarances Uzsr Dafined Background Chack Afiachmanis
I Am Avalable to Serve I Can Serve This Frequanthy
Sunday Monday Tuesday Wednasday  Daily
[~ Mormings [T Mornings [~ Mornings [~ Mornings T Weekly
[ afternsons [ Afternsens [ Aftermoons [ Afternoons " Manthly
[~ Evenings [ Evenings ™ Evenings [~ Evenings " Yearly
' On-Going
Thursday Friday Saturday Misc,
. . Available hours par wesak |
I~ Mornings T Mormangs ™ Mornings [T Weekends o e
[T Afermoons [ Afterncons [ Afterncons [ Weekdays
[~ Evenings [T Evenings ™ Evenings [ Summer
[~ Wintar
[T Other
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My Interests: This tab contains several interests that will help to match your volunteer with
opportunities that interest them. None are necessary, but information will help to more closely

match your volunteers to opportunities that they will enjoy. Again, this screen will help match
volunteers with opportunities.

New Volunteer Profile: Samaritan, Mike

Contact infa I My Svvaiabity My kvlarests My Actvities I My Skils. Uy Background

Things [ Am Interested In

Children Environmemnt Human Rights

™ Mentor I™ air & water Protection r Expanding

[ Murture I Conservation & Consumption I Pecple with Disabilities
™ Prapara ™ Sail & Agriculturs ™ Pratecting

™ Protect ™ Protecting Diversity

I Quality of Life

Other Social Health Youth

I™ Animal Rights ™ Education I" Health & Education

™ Palities ™ Emplaymant I Rights af

™ Religion ™ Health & Aging ™ Serve

I Homelessness & Poverty

r Industry & Economic Devealopment
™ Public Safety

r Tranquﬂal:inn & Communmcation

Education Health Interpretive Programs

I Education: Adult ™ addictive Disorders ™ campfire Storyteller

I™ Education: Collage ™ aleahal, Drug, and Substance Abuse I~ Evening Pragrams

[ Education: Elementary ™ Hot Line, Crisis Intervention ™ Guest Interpretive Speaker
r Education: Praschool r Mental Haalth Trestmant r MNaturalest

I Education: Secandary ™ school Group Leader

I™ Education: Special needs
I™ Tutaring Children / Youth

[T America’s Promise: A healthy start [T America’s Promise: An ongoing relationship with a caning adult
T America’s Promise: A marketable skill [~ America’s Promise: An opportunity to give back

T America’s Promise: A safe place
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My Activities: This screen allows volunteers to identify the kinds of things they prefer to do when
volunteering. Again, this screen will help match volunteers with opportunities.

New Volunteer Profile: Samaritan, Mike

Conlact info Wy Availabdty I My inberesis [ Wy Activities Wy Background

e e e e iy

What [ Want to Do

T Animal Care [T Landscaping or Yard Work

™ Artistry/Phatography ™ Leading & Youth Group

[T Arts and Crafts Instruction I Legal or Financial Counseling

T Board or Committes Membser [~ Mentoring

I Bookkeeping/Accounting ™ Music / Cultural Instruction

I Caring for the Sick [ Personal Care: Aging and Infirm
I Child Care [~ Personal Care: People with Disabilities
M Classroom Assistance [~ Preparing and Dalivering Foad

T Coaching Athlatics I~ ProjectfEvent Organizing

™ Collection and Distribution [~ Provide Basic Health and Dental Neads
T Computer Assistance/Instruction [~ Public Safety

T Computer/Web Programming [~ Public Speaking

[T Construction and Building Projects [ Publicity

T Counseling [T Receptionist / Telephone Support
I” Data Entry and Office Work [T Recycling / Reuse Projects

T Disaster/Emergency Team ™ Rehabiltation Counseling

IC Drving [T Repairs and Maintenance

T Entertaining I~ Sales and Customer Service

™ Feeding the Hungry ™ Summear Job

I Foreign or Sign Language Translation [~ Training

[T Fostar Care for Children [T Tutaring

T Fundraising [ wictim Advocate

T Individual Outreach (Telephone [ In Parsan) [ wisiting and Developing Friendships
T Internship ™ Writing/Editing
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My Skills: This screen can be used to help the volunteer identify either 1) what skills volunteers
already have, or 2) what skills they would like to receive training in, as pertaining to an opportunity.
Select the skill group on the left, then select either "I Have" or "I Want" on the right. Again, this

screen will help match volunteers with opportunities.

New Volunteer Profile: Samaritan, Mike

Contact nfo

My irtarasts

]I[ My Acthities

Uy Background

Where | Serve

My fvaisbiity %
Wha | Sarve ]

Ly References ]I[ User Defined

|a—

Ariachmenis

Skill Categories

Aurts B Culture
Clerical
Communications
Community

Crafts

Damastic

Education
Emergency/Disaster
Health/Medical
Human Services
Languages
Leadership
Professicnal
Sporis/Recreation
Trade/Technical

Flaase salect each applicable category on the left, then select skills you have or want.

Arts & Culture

I Hawe: I Want:
r Crance r
r Music r
[T  Phatography [
r Theatre r

Mt Finigh

Cancsl
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My Background: This screen can be used to track information such as volunteer health,
education, conviction status, etc.

New Volunteer Profile: Samaritan, Mike

Contact info | | My Avaiabisty My Inferests My Activities My Skils My Background

Mm 1 Serve \'ﬂw | Serve I-Ir References Badwrwnd Chwdc | Adachments. |

Hame of service club or other Health Education
group the velunteer belongs to )
[T Execallent [T High Schoal / GED
™ Intermet
I Good [T Associates Degres
[T Unknown
[T Haz allargies [T Undergraduste Degres
r ok [ Graduate Degree
[T Poar [T Other
Conviction Status What kind of insurance will cover
this wolunteer in case of injury
[ Felony while volunteering?
I~ Misdemeanor [T Insured by ur Agency
[ Mewver been convicted C Insured by Volunteer Center
[T Mot insured
[C Self-insured
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Where | Serve: Volunteers can indicate which geographic areas or neighborhoods in which they
are willing to serve. Again, this screen will help match volunteers with opportunities.

New Volunteer Profile: Samaritan, Mike

Contact info | My Auwnilabity My Inferests My Activities My Skils My Background
[ whereisene ) WhoiSeme ][ UvReterences )| UserDemnes [ Bockarosnd Check ][ Atactments )

I Am Able to Serve in These Areas

T Community 22 [T Community #24 [~ Community 26
r Community 23 r Community 25 - Community 27
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Who | Serve: Use this screen to identify which population the volunteers are most interested in
serving. Again, this screen will help match volunteers with opportunities.

New Volunteer Profile: Samaritan, Mike

Contsct info | Hf.ﬂwum My lerests My Activites I My Shkils Uy Elu.nlc-pruund

1 Prefier to Work With

™ Adults

[~ Children

" Emctionally Challenged
[~ Families

[ Infants

[T Mentally Challenged

[~ Physically Challanged
[T Seniors

[T Youth
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My References: This screen will collect volunteer references, if your organization requires them
prior to allowing individuals to volunteer.

New Volunteer Profile: Samaritan, Mike

Centact nfe | My Availabiity My kierests My Actvities My Shills Uy Background
WWhere | Serve Wha | Sarve My References Usar Defined Background Cheek Antachments
Verified Name Title Organization Day Phone Email Address
«
@ O | | I |
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User Defined: This tab is known as the User Defined tab, meaning that you, the user, define what
fields appear here. Since this tab is generally administrated by program heads, not all
eCoordinator users will have the ability to define their own fields. Training on this tab will be done
on a case-by-case basis.

New Volunteer Profile: Samaritan, Mike

Contact info I My Avnilabiity My inferests My Activities My Siils. Uy Background
= = = T T = E
[ Vere 15eme )| Whoiseve |l eterences )| UserDetnea [ Bsckarosnd check J|_ Atachments

CPR Certified: | .....ccccnnnmees

Tramang
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Background Check: Used in conjunction with Samaritan's Background Check System, this tab will
only be seen by organizations who have contracted for access to it. Training will be provided
separately.

New Volunteer meile: Samaritan, Mike
Contact info I I My Availabiity My inlerests My Activities My Skills. My Background

W'hEl‘e | Serve 'm-n | Serve Ea.l:kgruunu Ehe:k | |

Voluntear Background Chack Infarmation

Restrictions:
Statis: I Mat ready bo chack | Mo restrictions.
Status Assigned By: | |
Status Assignment Date: [ |
Background Check Authorized:
Click the Approve With Restrichons button
Aopaeere Apprams Wik Restrictions | DRapprs | to update the restrictions for this voluntear.
Regquest Hew Baciground Check AddEdt Hotes
History:
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Attachments: eCoordinator has the ability to attach files to different profiles, such as images

documents, etc. Use this tab to attach files, as well as enter notes about the attachments. Note:
there is a 2MiB maximum limit for each file.

New Volunteer Profile: Samaritan, Mike
Contact info My Availabiity My interests My Activities Iy Skils

Uy Background
\'mere | Sarve 'h'hu | Serve My ‘RETEM:-H | Usﬂ' Defined ul'lrd Check .Gnm:nmen :
Attachment list: Image Thumbnail:
Uploaded Attachment )
: aluntears can sea this attachment: [~
Other: new (enter description)
File:
2 ME maximum per attachment
MNokesg:
=l
d I Uplaad | D bete I Modify Amachment List Save nobes and descriplio Restare nobes and descriplic |
_ Pr“ .I.- . Fnsh c’anul
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History: The History tab keeps an audit trail of all changes to the profile. This includes placements
and referrals, changes to any of the data fields in the profile, and you can even add your own
notes. You can also generate a history report. All entries are time and date stamped, and included
the name or login of the individual who made the change.

New Volunteer Profile: Samaritan, Mike

Contact nio Wy dalabiiy | Uy nbargsts [ My Sctiites | Wy Skils My Background Where | Saree

mﬁ“. Filtér higtary to display:

0% Feb 2010 03:25 PH = [Evtfr""ﬂ!? El
Faollowing actons performed by Mike Bradhy:

wolunteer added to My Data folder ASAESE Holes J Expar Haglory Hislory Ragor ]

o9 Feb 2010 03:25 PFH
Fallewing sctans performed by Mike Brady:

First Name
changed from M/SA to Mike

Last Name
changed from MfA o Samaritan

Gender
changed fram MSA 1 Male

Crate of Barth
changed from NJ& to 1 Jan 1901 —

Zap
changed fram MJSA to 97030

User 10
changed from M/SA to fakeman

Pasyword
changed from M/S#& tg *=****

Contact Info: Day Fhone _ﬂ

I - [ [ - [

Please always make sure to click the "Finish" button when completing any profile.
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2.7 Data Entry Practice: Volunteers

P

Practice

Practice Instructions:

1. Create a fictitious volunteer

2. Volunteer should be able to serve in multiple areas
3. Volunteer should have at least one interest

4. Volunteer must authorize a background check

2.8 Data Entry Review: Volunteers

R

Review

My Personal Review:

1. Who should enter volunteer profiles into the system?

2. What problem(s) may occur when you have to enter a volunteer directly into eCoordinator?

Answer Key:

1. Volunteers should register themselves via eRecruiter.

2. Potential answers may include:
a) Having to communicate User IDs and Passwords to newly-registered volunteers
b) Volunteers do not gain their own experience with the system
c) It takes the volunteer coordinator's time--this system was meant to help save time
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2.9 Data Entry Demonstration: Client

Clients are the individuals who will be receiving the volunteer service, as coordinated by you. Go to
the "Clients" tab and click the "New" button. Or, try right-clicking on the grid and selecting "New."

Samaritan Demo Account: |’ My Data

Mew Show All | Grid Settings | | --------------- Saved Grids ---------
Edit E

1 to 4 of 4 Clients

Delete

____LastName ./ FirstName | _Case Number | _

ReE Find | | | | E

Refer/Place
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Contact Info: This tab contains critical information such as client name, address and all other
contact information.

Notice the required fields are marked with an asterisk (*):

New Client Profile

Personal Special Needs Fickup/Dropoff info User Defined Hisdory Attachments

* indicates required fialds

Salutation: Im Strest Address 1: |
“First Name: I— Street Address 2: |
Middle Initial: [ cite: [
*Last Name: [ State: [Choose & state =]
*Gender:  Male © Female Caounty: I—LI
Date of Birth: [ = =] = =zp:[
Country: |Llnir.ed States =]

*Email Address: |
*Day Phone: |
Evening Fhomne: |

Case Number: I

Parsonal Latter: I.ﬂ. vl

Mt Finh Cancel

=)
I
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Special Needs: Designate any special needs the client may have the the volunteer will need to
know.

New Client Profile: Smith, John

Persgnal Special Needs PFickup/Dropoff info User Defined Hisdory Atlachmenis

Plaaze indicate any spacial neads thas chent may hawve.

Special Needs:

[T Assistance Animal [T Incontinent [T Transfers alf

[ Attendant provided by client [T Interpreter needed [T Unable to step up into vehicle
[ Chent exctable [T Male escort required T Wheslchair

[T Disabled parking permit [T Seatbelt extensions [C Other

[T Female escort required

Special Needs Notes:

Child Safety:

Age 5 and under and less than 60 |bs needs approved
restraint/booster seat. (Available on reguest.)

Child restrants provided by:
™ Agency I Client [~ Driver

I [ - [ - [ -
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Pickup/Dropoff Info: This tab is used to designate the name and contact information of the
person in charge of the client at the pickup location and the drop off location. This tab is used if the
opportunity is to transport the client.

New Client Profile: Smith, John

Parsonal Special Neads Fickup/DropoT! infe User Defined Hislory Aflachmenis

Special Pickup Instructions:

Hame: | EI
phone; |
H
Special Dropoff Instructions:
Name: | =]
Fhone: |
H

I - [ - [ -
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User Defined: This tab is known as the User Defined tab, meaning that you, the user, define what
fields appear here. Since this tab is generally administrated by program heads, not all
eCoordinator users will have the ability to define their own fields. Training on this tab will be done
on a case-by-case basis.

New Client Profile: Smith, John

Personal Specal Needs Fckup/Dropofl infe User Dafinad Hislory Attachments

_ H.ﬂ Nm Fn“ canul
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History: The History tab keeps an audit trail of all changes to the profile. This includes placements
and referrals, changes to any of the data fields in the profile, and you can even add your own
notes. You can generate a history report, and approve profiles from this tab as well. All entries are
time and date stamped, and included the name or login of the individual who made the change.

New Client Profile: Smith, John

Personal Spacal Needs Fckup/Dropofl infe Uaer Dafined Hislory Atachmenis
History: Filter history to display:
09 Feb 2010 03:47 PM 21 [Everything ]
Following actions performed by Mike Brady:
Client added vo My Data folder AddEdR Nofes Export Histary [ History Report |
Created By: Mike Brady
09 Feb 2010 03:47 PH Creation Date: 08 Feb 2010 03:28 FM
Following actions performed by Mike Srady: Crestor Email: Mike Brady
First Name
Creator Phone: 888-904-5060 x 204
! f
changed from N/A to John - —
Last Hame
changed from N/A to Smith Raquest approval Approve [ Disapprove |
Gandar Unabie To Place Chent I Cancel |
changed from N/A to MHale
Zip
changed from N/A to 97030
Contact Info: Email Address
changed from N/A to jsmith@email.com

Contact Info: Day Phone
changed from N/A to B67-5309

09 Feb 2010 03:28 PM
Following actions perfarmed by Mike Brady:
clirnt ardded hd
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Attachments: eCoordinator has the ability to attach files to different profiles, such as images,

documents, etc. Use this tab to attach files, as well as enter notes about the attachments. Note:
there is a 2MiB maximum limit for each file.

New Client Profile: Smith, John

Parsonal Specal Needs PickupDrapalf infa User Dafined Hislory Aflachments
Attachment list: Thumbesal:
Uploaded Attachment .
: new (enter deseription) Woluntears can see this attachmentz [~
File:
| Browse... |

2 MB maximum per attachment

Notas:
|
El
nioad | Upiload | Delete I Modify Aachment List Save notes and description Restore nobes ar ::-.--:".::'I

Please always make sure to click the "Finish" button when completing any profile.

© 2016 Samaritan Technologies



76

2.10 Data Entry Practice: Client

P

Practice

Practice Instructions:

1. Create a fictitious client
2. Client should be some special needs
3. Include pickup and drop off information

2.11  Data Entry Review: Client

R

Review

My Personal Review:

1. When would you use the Pickup/Dropoff tab?

2. Would you ever approve clients before placing them with opportunities?

YES NO

Answer Key:

1. Only when scheduling the volunteer to be transported.
2. Answers will vary depending on your organization.
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3  Advanced Navigation

There are three primary areas covered in this topic:

1. Data Sorting — enables you to sort your data according to specific columns
2. Column Searches — enables you to search for information in a specific column
3. Folders — How data is stored and organized within the system

These features allow you to customize the data that you see specific to your individual
organization or opportunity needs.

3.1 Data Sorting Demonstration

Data Sorting: Most columns can be sorted. If your mouse cursor turns into a hand when
placed over the column header, this is an indication that you can sort your data by the
information contained in that column by simply clicking the header. If the mouse cursor
remains an arrow when placed over the column, that column does not support sorting.

The triangle in the column header indicates that the column has been selected to be sorted.

When clicked, the arrow will reverse to indicate the order in which the information will be
displayed (ascending vs. descending, i.e., alphabetical order or reverse-alphabetical order).

Action: To demonstrate this feature, move your mouse cursor to various columns to

demonstrate sorting features.
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Samaritan Demo Account : 7 All Data

New

Show All |

Grid Seftings | |

Edit

Delete

Reportz

Calendar

Refer/Place

Log Book

Email

Share

Background Check

Select Al

Unzelect All

3.2 Column Searches Demonstration

D

Demo

1to 6
Day Phone |

a0

) | T
Find |

*Doe
Aguilar
Alexander
Allen
Amin

Anderson

Armstrong ‘ Robert

Faul |
: DADILBESabetl

5550002222 *Opp (S
760-3589-4324 Answeril
954-A52-3255 *Eco-To
cal order...
87 7-8126 Basketh
405-744-5145 Montere

Answeril

520-821-3872

Column Searches: Each column has a search box which allows you to search for specific criteria
within that column, for example, you can search for which opportunities volunteers have
self-referred themselves to in the “Placed With Opp” column, or use numerical ranges in certain
columns, say to search for volunteers with availability in the evening hours. To get results press
the “Enter” key on your keyboard or the “Find” button on the screen.

Action: To demonstrate this feature, enter appropriate information into at least two columns

and click "Find."

Before:
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Samaritan Demo Account :

— All Data

=

Shewdl | cedsengs | [ Caved Grids ——————— ®]  SearchSystam
Edit
- 110 67 of 67 Volunteers
— ___lLast Name | First Name | Day Phonc |___Placed with 0pp
Find | | [ |-:|:-a::n
Calendar
—— r ! aguilar AFRORZE F60-889-432 fing Phonas
releriFace
Log Book r ! Alexander Paul 954-652-3258 "Eco-Tours-Staff, Adopt A Beac
Esad r E Allan Douglas 877-8126 Basketball Coach, Overnight
Share r ! Amin Ahmed 405-744-5145 Monterey State Beach Clean Up
Background Check r ! Andersan Batsy Answering Phones, Beach Vollyb
Sekt Al M § Armstrong Robert 520-621-3872
tnaciect Al r ! Ashian Fauline 555-652-3587 Beach Vollyball Court Set-Up,
r i Austin Janet 408-566-6523 Acrylics Cleaning-5Staff, Beach
- Fakder Manager -
3 AllDwta I avery John Basketball Coach
g My Curts F E Bacon Daolores TE0-321-5544 Aramal Care Aide, Bock Fair OF
Imbax (1)
1 .':,::'..“ r ! Bacon Dolores 760-321-5544 Acrylics Cleaning-Staff, Answe
™1 Parks Voluntsars F P e Tasrsics 1_BEE_ N4 &

After:

Samaritan Demo Account :

~ All Data

Voluntears pportunities §Organizations m

Show AN J Grid Settings | [==reememrnnrans Saved Grids ---s-eeseeeoeoeaes w| Search Sysiem
e 1 to 10 of 10 Valunteers
— ____LastName | First Name | Day Phone Placed With Opp
Find | | | II:DﬂCh
Calendar
P — r ! Alexander Paul §54-852-3255 | ®Eco-Tours-Staff, Adopt A Beac
Logmuk r E Allen Douglas B77-8126 Basketball Coach, Overnight
P— g Avery John Results! |easketball Coach
Share r E Banks Barb 801-566-5532 | Aerylies Cleaning-Staff, Adapt
Background Chack I sarber Conan EE5-852-5478 | Adopt A Beach, Auwdio technicia
Select Al r E Doe Jane {111) 222-33 |Adopt A Beach, Animal Care Aid
Unagiect &F r ! Dom Sheila $05-658-9251 | Acrylics Cleaning-Staff, Adopt
r i Henline Bab 8013283972 |Adopt A Beach, Basketball Coac
B oo v (I
{3 Alipaes r ! Jackson Franklin 555-222-3344 | Adopt A Beach, Basketball Coac
] My Data M E Lecnard Hisith 801-328-3972 | *Ees-Tours-Stalf, *Opp (Schadu
] Imbax (1)
] *wabaire
™1 Parks Voluntaers

You can enter search criteria into multiple columns and get combined results.

3.3

Folders Demonstration

Folders: Each folder in the “Folder Manager” on the left-hand side contains the data that will be
displayed in the visible grid. To select a folder and view its data, click on its name or on the folder
icon. The label of the folder that you are currently viewing will appear in red, and folder icon will
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change to an image of an open folder. To move data in and out of folders, follow these
instructions:

1. Select the record(s) that you wish to move. A red, left-facing arrow will appear next to the folder

icon, indicating that you may move the profile out of that folder.

Green, right-facing arrows will appear next to folders into which you may move that record.

Folder Manager

] All Data
[ | My Data
&% /“_|\" Inbox [64)
¥ ] *website
® | Parks Volunteers
& — Disaster Volunteers (8]
P _| Transportation Wols
] K12 volunteers
[ _| Turnstone
® [ National Recruitment

ﬁ Recycle Bin

2. To move the record(s), simply click on the arrow corresponding to the folder into which you wish

to move the record(s). Make sure to click on the arrows, and not the folder icon, as that action
will only open that folder, not move the record.

More about using folders:

The “All Data” folder is a view that will display all available data existing in all folders.

Profiles can exist in multiple folders at the same time.

Using the “Folder Manager” button, you can create, edit, or delete specific folders.

You can create a new folder for specific organizations, opportunities, volunteers, or clients.
Once you have created a new folder, you can copy client, volunteer, opportunity or
organization data into that folder.

Finally, the very last of the folders is the “Recycle Bin.” Records that you move into it are
stored as with any other folder. However, to move records out of the Recycle Bin (restore
them) you must open it, select the record(s) and click the “Restore” button. If you click
“Delete” from the Recycle Bin the, record will be permanently removed from your
eCoordinator system.

Using Folders to Interact with eRecruiter:

Receiving from eRecruiter: New volunteer registrants from eRecruiter (and organization or
opportunity profiles from Organization eRecruiter) will automatically appear in your Inbox.
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Folder Manager
] All Data
[ My Data
a Inbox [64]
C T Website
[T Parks Wolunteers
|:| Disaster WVolunteers
(] Transpertation Wols
] K12 volunteers
[:| Turnstone
(] Mational Recruitment

ﬁ Recycle Bin

The number within the parentheses (xxx) does NOT indicate how many profiles are in that
folder--that number represents how many NEW profiles are in that folder.

Publishing Opportunities: If you want to publish a service opportunity to eRecruiter, go to the
opportunities tab, select the opportunity(ies), and move them into the “*Website” folder. You will
see a megaphone icon next to it as a reminder that you are broadcasting the opportunities in that
folder.

Note: "*Website" is the name of the broadcasting folder used in the screen shots. The folder name
in your system may be different--the key indicator is the megaphone icon.

Folder Manager |

|:| All Data
[ | My Data
B[] Inbaox
&% v..,[ FWebsite

arks voluntesrs

P |:| Disaster WVolunteers
P |:| Transportation Vols
¥ ] K12 Volunteers
[ [:| Turnstone

® [ ] National Recruitment

ﬁ Recycle Bin

To remove an opportunity from the website, click the *Website folder in Folder Manager. Select
the opportunity(ies) you wish to remove and click the red, left-facing arrow.

3.4 Advanced Navigation Practice
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Practice Instructions:

1. Use a column search to find the volunteer profile that you created
2. Move that volunteer profile into a different folder
3. Publish an opportunity

3.5 Advanced Navigation Review

R

Review

My Personal Review:

1. How do you sort information by a specific column?

2. How do you change that sort from ascending to descending order, and back?

3. Where is new volunteer data initially stored?

4. Would it be helpful if you could rearrange, pre-search and pre-sort columns to support your
daily tasks?

YES NO

Answer Key:

1. Click the column header to move the blue triangle from one column to another (where

possible)
2. Click the blue arrow to change its direction (down to up or up to down)
3. Inbox
4. Yes, and this leads to the next topics, Named Grids and Named Searches
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4 Named Searches

Named Searches are used to help you find records quickly and easily. They are similar to and
supportive of Named Grids, and you access them in the same manner. Like Named Grids, they are
setup using separate screens which you use to build criteria and create a name for the results.
However, unlike Named Grids, you can search for “null” fields which are things like “Volunteers
with no email address.” This cannot be done with grids because you cannot type “nothing” into a
column search, as the Named Grids only search for what you actually type. You can attach a
Named Search to a Named Grid. This is done on the Named Grid setup screen in the lower-right
corner, as previously discussed.

Named Searches are critical to referring and placing volunteers. There are pull-down menus on
those screens which allow you to select a Named Search to help you find the right volunteers for
each opportunity (or the right opportunities for a volunteer). Finally, Named Searches are also very
helpful with reports. Many of the report setup screens include a drop down menu for searches so
that you can narrow the records you are reporting on. As you build Named Searches, please keep
these 4 principle uses in mind:

1. You are able to search for “null” data (like volunteers without email)
2.You can enhance Named Grids

3. Named Grids support the Refer & Place function

4. Named Grids help in narrowing the data used in reports

4.1 Named Searches Demonstration

D

Demo

To build a Named Search follow these instructions.

Action: Demonstrate this function by following the instructions below.

Step #1: Go to the grid representing the data you want to search (i.e., clients, volunteers,
opportunities, or organizations).

Step #2: Click the Search System button on main grid.
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Samaritan Demo Account : All Data

e sowas | GraSetings [ Ssved Grds - =] | SearchSystem | [~ hamed Searches ——— =
ranans Hamed Searches - -
- 1 to 10 of 10 Volunkeers M
S First Hame | Day Phons | Email Address
=i Y
T Fed | | [ [ |
Lkl
———— I Alexander Faul ¥54-6521:3255 "Eco-Tours-Staf, Adopt & Beac
TrraE R anes Douglas EIT-H126 Basmetlall Soach, Cvemight
— R avery lshn Easketiall Cons
- L . - PSR e - e s "o -
Step #3: Click “New” to create a new search.
Named Searches
Create Named Searches to display in the Gnd
Bl =13 =T B L T e New

ALL: Referred but NOT Flaced
Dnd Mot Request a School /N S Edi
Restricted Volunteers

Delete

Select a previously created named search OR dick "New' to create a new named search,

Close

Step #4: Name and describe your search. This search title will appear in the pull-down menu for
“Named Searches” on the main grid screen for the clients, volunteers, opportunities or
organizations you are working with. You run a search by selecting its name from the pull-down
menu. Give your search a name that logically describes what you are trying to do. However, the
optional "Description” field is provided to give further explanation.
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New Named Search

Search Name: IM:\nda',' Evening Mentors stﬂp 4

Description: [us| profiles whe sslectad: _;I

1) "Maonday Evening” on the "My Awailabality™ tab; and
2) "Mentoring” on the "My Activities™ tab

E

™ Make this named search available to all users of this account I Step 5

Find volunteers where: Any of the following is true
' all of the following are true

Step 6

Search Criteria value

| activity does not include EN

Add

oK Cancal

Step #5: Will this Named Search be shared? If you want other users of your eCoordinator account
to see your search, then select this option. If you are simply building a search to use a single time
or purpose, then you might keep it for yourself only.

Step #6: Decide how you want your search criteria to be “connected.” Named Searches can
include up to five search criteria. For example, you may want to search for all volunteers who
would like to help out with tutoring and also have availability on Tuesdays during school. In this
case, you would build two different criteria statements using the process shown hereafter.
However, you must tell the system that you want to “Find volunteers where ALL of the following
[statements] are true.”

Step #7: Select your criteria. Keeping with our sample of finding volunteers who are interested in
tutoring, let's show you how this would be done. There are two columns of information you will be
working with. These are the “Search Criteria” and “Value” columns you see here.

Our goal is to select the right kinds of things so that you get the results you want. We will start by
selecting the criteria. Each field in the volunteer application form will be listed when you select the
drop down arrow. In most cases, each field will have multiple options for search criteria. These
represent different ways of connecting the criteria together. Each of these are described below.
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Search Criteria

Value

IJ:'MElﬂElbi“t'g,l" equals

Add

[

Sunday / Marnings

[

Sunday / Marnings
Sunday / Afternocons
Sunday / Evenings

the value.

Monday / Mornings
Monday [ Afternoons
iMonday / Evenings
Tue=sday / Mornings
Tuesday [ Afternoons
Tue=day / Evenings

Is Empty: This is how you identify fields that have not been filled out in the profile.
Is Not Empty: Use this to identify fields that have been filled out in the profile.

Equals: The value must be exactly what you select or type here before you get search results.
Includes: The value will include whatever you type, including partial words, as long as the
criteria exists in the database the way you type it.

Does Not Include: Search results will display profiles that do not include the text you type in as

Step #8: Select your value. The value field is dependent on the criteria statement you selected in
Step #7. Most “equals” statements will bring up a drop-down list of exact options that exist in the
database. “(Does Not) Include” criteria will allow you to type what you want the system to include
when your search is run. “Is Empty” and “Is Not Empty” options will not bring up any value option

because none is needed.

In our example, once the “How | would like to help includes” criterion has been selected, simply

type "tutoring” in the value field that automatically appears.

Step #9: Add additional criteria as needed. Use the “Add” button to launch a new criterion and
repeat steps 7-8 if needed. Up to 5 criteria can be created and combined by either using an “All”

connector or an “Any” connector (see step #6).

Search Criteria

Audd

|Ji‘u..railal:riIit',lur equals
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Search Criteria Value
| Availability equals =l |sunday / Mornings =
== | Mentoring | Delete

|,ﬂ\c'ci'~.ri'c\5-r equals
Feeding the Hungry a
Add Foreign or Sign Languaage Translation
Foster Care for Children

Fundraising

Individual Qutreach (Telephone / In Person)
Internship

Landscaping or Yard Work

Leading a Youth Group

Legal or Financial Counselin
Music / Cultural Instruction m
Perzonal Care: Aaina and Infirm

Step #10: Save your search. Click the “OK” button at the bottom.

Step #11: Verify that your new search appears in the “Named Searches” screen. You may then
either close the window, create a new search, or edit an existing search. Note that the search you
have created does not actually run until selected from the main grid.

Step #12: Run your search. Do this by going to the main grid you were working with (clients,
volunteers, opportunities, organizations) and select your search from the drop down menu there.

Samaritan Demo Account : All Data

Velunteers

[ Shaye A1 Grid Sebings [ —— T e T — =| Sewech Sysiees | |- Hamed Searcheg —=-—--— -]
Haimed Searches
i to B0 of 10 Volunkesrs
| - hi '3
Rt
’ | e | | [ |
Lkt - = =
I Al x B Fau §54-651.3255 “Eco-Tours-Stalf, Adopl A Besc
Toaass r ! Alles Creuglas E¥F-B13E Badketiall Coach, Cheermight
R avery lehn Bazaetkall Coack
Evruid "
- b ssas - ¥ -

4.2 Named Searches Practice

Please complete your Named Search practice by doing the following.

Named Grids Practice Steps:

1. Select the “Volunteers” tab and click “Search System”

2. Select “New” and then enter a name and description for whatever you are seeking. Be
specific!

3. Select “Make this search available to other users of this account” (so we can all see what
you did)
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4. Connect your upcoming criteria statements with an “All” connector

5. Build two statements that search for different attributes like interests, activities, availability,
etc. Show these to your instructor before moving on.

6. Build a third statement that precludes volunteers who do not have email addresses

7. Save and run your search. Note: You may not get results.

4.3 Named Searches Review

R

Review

Please answer the following questions.

My Personal Review:

1. When you create a Named Search, it appears in the drop-down menu on the main grid
you currently have open.

TRUE FALSE
2. When you create a Named Grid it is automatically run when you click the “OK” button.
TRUE FALSE

3. When you use the “All” connector, the system will bring up results where any of the
statements you created are "true."

TRUE FALSE

4. If you use the “Includes” option when building your statement criteria, what will
happen?

5. How would you exclude all volunteers who have not expressed interest in doing
anything from your search results?

6. When using an “Includes” criteria in your statement, you can type anything you want
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into the value field and the database will find it.

TRUE FALSE

Answer Key:

. TRUE

. FALSE; Clicking "OK" will save the search. To run the search, select it from the drop-
down menu from the appropriate grid.

. FALSE; The search results will display results of profiles that met ALL search criteria.

. The search results will display results of profiles that contain the text of your search
criteria.

. "How | would like to help" is EMPTY

. FALSE; Users must make sure that what they type in the Value field is a part of the
pre-defined fields on the profile
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5 Named Grids

Named grids will help you quickly get to the data you need and view it in the order that makes
sense. They combine all of the navigation elements we have discussed so far, including sorting,
column searches and folders. You can also narrow the results you see in grids by adding a
pre-made search when you are setting up a new grid.

Grids can be created for clients, volunteers, opportunities, organizations, schedule slots and log
books. In each case, you will be able to select from all of the different data elements in the profile
and add them to existing or new grids. The objective is to help you do your day-to-day tasks such
as:

¢ Viewing new registrants

¢ Reviewing new self-referrals for opportunity placements

¢ Viewing all volunteers who are interested in a certain activity
e Creating reports

Discussion: What are some other possible day-to-day uses for named grids?

5.1 Named Grids Demonstration Part 1

D

Demo

We will begin by demonstrating how to access previously made grids, then move on to the process
of creating new ones.

Accessing Standard Grids:

To access previously created grids, select them from the pull down menu in each of the main
screens.
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Samaritan Demo Account

CoporunesJorgemesion]_crers |

Hew Show Al | Grid Settings | --------------- Saved Grids -------oeeeeeeaae- ;l Search System |
Edit et i e T T ——
i to & of & Volunteers Age Availabality
Delate Approved Volunteers

Background

Reports Birthday Grid
Calendar Disaster Activities Gnid
Beh Fred tal C
Refer®acs r Ehymer e March Birthday "
r Kent Clark |Santa Clara
Log Book . St. Anthony Merth Volunteers
— r Montays Inige  |Standard Grid
— Alrvwrslbar 1 oales EER.Add - RRAR ("lark

By selecting the name of the grid, it will automatically “run” and display whatever data was
programmed into the grid.

Creating New Grids:

Step #1: Click the “Grid Settings” button. You will see:

Grid Settings For Volunteers
Selact Columns to display in the Grd
Available Columas: Salected Columns: me x
ity - Last Name 1 *+ 1 11 /s
Actwiby SLatus First Mams I - IT i50
Aoty Seatud Date Day Fhane I _ IT 50
::.um:y Flaged With Gea l 2 sass
Aailabls hews per mesk Email Address I = s
B dwth
BT Auth By
BC Auth Diate o
D Status =5
B Stabus By
BC Status Cate
Birthday
Cell Phaones
Catficationt/CPR Cartifigd™
Cerfications/First did Cerbfied®
Oy
Cantact Timng ﬂ
* Indicates user defined fields. The top bo botbemn order of the fields above mabches the left to right order Mo U
&l the ssluming &h the gnd.
Save As: Hurmiber of records per page: IF m
IE-’\ttHhe name for a new saved grd hare,
rmﬂumﬂinﬂl asilable to all = Additianal items 1o inclede as part of this saved grid:
users of the account g ¥ celumn searches
| Current colemin sart
Saved Grids List: F Currently selected folder 4l Data |
B R e T | T Currently selected named search | --.. Hamed Searched oo = Saarch Sysien
-
Default Saved Grigd At n
Ramarmber tha last gnd wpen logout =] Apply | QK Careel

Step #2: Select which columns you want to have in your new grid. Columns are listed down the left
side under the label “Available Columns.” To add columns, select the columns you wish to move,
then click the arrows in between the left and right panels. You may also double-click on column
names to move them from one view to the other. You can select multiple columns simultaneously
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by holding down the “Shift” key while selecting the top and bottom labels in the left side list. You
can also use the “Ctrl” key to select multiple individual column labels.

Awailable Columns: .
ctivi " Action: Demonstrate both
Ity

. — the "Shift" and "Ctrl"
Activity Status

multi-record selection
Activity Status Date methods.

Age

Availability

Available hours per weelk
BC futh

BC Auth By

BC Auth Date

BC Status <
BC Status By

BC Status Date

Birthday

Cell Phone

Certifications/CPR. Certified®

Certifications/First Aid Certified*

City

Contact Time lI

>

* Indicates user defined fields.

Step #3: Order the columns the way you want them viewed. Select a column label in the right side
window and use the “Move Up” and “Move Down” buttons to change the column order. Columns
will appear in the order they are listed, with the topmost column being on the far left in the main
grid, with columns moving right as the list goes down.

Selected Columns: Column Searches Sort Width / Max .
Last Name * 1 |T JF 50 ACtIOn
First Name - IF J 50 bemo
Day Phone — IF /50 nstrate

this
30 /2ss feature

— e /50

Flaced With Opp

Email Address

The top to bottomn order of the fields abowve matches the left to right order Move Up |
of the columns on the grid.

Mumber of records per page: |100 SN |
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Step #4: Set your sorting order. For example: Do you want volunteer records to appear
alphabetically by last name in your grid? If so, click the “-” for the “Last Name” column and the
little blue arrow will appear, as shown in this image.

Selected Columns: Column Searches | Sort lidth / Max
Last Name * 1 |T JF 50
First Name - Il2 /50
Day Phone - IF f 50

[s0 /255
— e /50

Flaced With Opp

Email Address

The top to bottomn order of the fields abowve matches the left to right order Move Up |
of the columns on the grid.

Mumber of records per page: |100 SN |

Step #5: Set the width of each column. To do this, use the numerical space provided at the right
side of each record. The numbers represent character width. The maximum width for each column
is listed to the right of the “/.”

Selected Columns: Column Searches Sort Width / Max
Last Name * 1 |T JF 50
First Name - IF J 50
Day Phone — IF /50

[s0 /255
o ERVES

Flaced With Opp

Email Address

The top to bottomn order of the fields abowve matches the left to right order Move Up |
of the columns on the grid.

Mumber of records per page: |100 SN |
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5.2 Named Grids Part 1 Practice

Practice what you have learned so far:

Named Grids Part 1 Practice Instructions:

1. Go to the Volunteers tab and click the “Grid Settings” button
2. Add several columns to the basic grid

3. Reorder your columns using “Move Up” and “Move Down”
4. Sort the columns (ascending or descending)

5. Change the width on several columns

6. Do not close the window, the demo is continuing...

5.3 Named Grids Demonstration Part 2

D

Demo

Step #6: Pre-search your new grid by one or more items. To do this, type the item you are
looking for in the space provided next to each column label. There are three important things
to remember when doing this:

1. Typing must be “recognized.” Whatever you type must be a word that is recognized in the
system. For example, if you add the “City” column, you must type the name where
volunteers actually live and have used when registering themselves. Likewise, if you add
the column “Referred Opp,” you must enter a specific opportunity title that exists in the
system. For this reason, it is helpful to become very familiar with all of the volunteer
application forms.

2. Some fields allow numbers and dates. Use the date format: “21 Jan 1968” (date, 3-letter
month abbreviation, 4-digit year). In some cases, you may also add a "relative" search
option to the number or date. For example, you could create a grid that showed everyone
who has a birthday next month by activating the column “Birthday,” and selecting “next
month” from the pull down menu, as shown here:
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Selected Columns: Calumn Searches Sort Width / Max

| r1 ITJ"SIJ

| — 12 /50
Day Phone | — IF J 50

|

|

Last Mame

First Name

Flaced With Opp |3':| J 255
Email Address - |3':| /50

Girthday PN |- [ /s

The top to bottom order of the fields above matches the left to right order Move Up |
of the columns on the grid.

Mumber of records per page: |100 MR |

3. Activate Column Search: To make column searching a part of your grid, you must select
the checkbox in the bottom right area that says “Column Search” so that the system knows
to include what you have entered when it creates the grid.

Grid Settings For Volunteers
Select Columns to display in the Grid
Available Columas: Salectod Calunns: Celuma Saarckas St Width [/ Max
Ackivity = Last Name I -1 I"" is0
Aty Status First Mams I . IT i50
Astraty Status Date ey Phone I _ IT /50
:::-la:-n-.v Placed Wih Opp I [ s2ss
Aailabls hews per mesk Email Address I = s
B duth
BT Auth By
BC Auth Diate o
D Status =5
B Stabus By
BC Status Cate
Birthday
Cell Phasns
Catficationt/CPR Cartifigd™
Certfications/First did Certified ™
Oy
Cantact Tima =l
® Inducates user defined fields. The top bo bottom order of the fiekds above matches the left fo nght order Bove Up
af e enlumng &n the gnd.
Save As: Hurmiber of records per page: IF m
[!ﬂ:tr the rame for a new saved grd here, e ek e
e e J [ cotron sarcas ’
' Current colemin saet
Saved Grids Lish F Currently selected folder [ all Data =
rrmm e ren IR TiQ GEHELL wr=mmrrrmm s e e ;l M Currently selected named search Im Sagrch Sysiem
=
Default Saved Gris At n
Ramarmber tha last gnd wpen logout EI Apghy 14 Carcel

Step #7: Folders. Determine if you need to pull data from a specific folder or pre-built search.
You can see the list of folders and searches in the drop-down lists shown in the image below.
For example, if you are creating a grid solely to help you process new volunteers, you might
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select the “Inbox” as the folder from which this grid will pull its data, since that is the folder
where all new volunteer registrants will appear when they sign up on eRecruiter. Likewise, if
you need to include volunteers who have an interest in “Classroom Support,” for example,
then select the appropriate search name from the list. Be sure to select the check box next to
each item you want to include in your new grid. You may also attach and apply a named
search to this grid. Named searches are discussed in the next section.

Grid Settings For Volunteers
Selact Columns to display in the Grd
Available Columas: Halectod Calunmns: Celuma Saarckas Sart Width [ Max
Ackiwity (- Last Name | -1 'T §50
Activity SLatus First Names | IT J 50
Aoty Seatud Date S I _ IT 50
:::-la:\l.-_-.- Plsced With Cop | I? ;255
Hailable Feurd per meak Emai Address I - ':_ {50
B dwth
BT Auth By
BC Auth Diate o
D Status =5
B Stabus By
BC Status Cate
Birthday
Cll Phaes
Catficationt/CPR Cartifigd™
Certfications/First did Certified ™
Oy
Contact Tima =
* [ndicates user defined fields. The top bo bottom order of the fields above matches the left fo nght order Bove Up |
of e enlufing & the gnd.
Save As: Hurmiber of records per page: IF m
l!'ﬂ' the name for a rew saved grd here,
™ Makoe this pawesd grid available to all ] Addilonal Bems Lo inclisde ae part of this saved grid:
users of this scoount
¥ Current colemin sort
Soaendd Gk Lhats ¥ Currently pelected folder [l Data |
wremm s enm e T TG SRIBLE -emnnneemnn e o 2] I Currently selected named search Im Search Sysben
=
Default Saved Grid At Lagin
Ramarmber tha last gnd wpen logout EI Ay | LJ Carcel

Step #8: Name your grid. Now that you are completely clear on what you are seeking, we
recommend that you name your grid something that includes all of the elements.

You can make this grid available to other people who access your same eCoordinator
database by clicking the checkbox below the grid name. You may also set a saved grid to be
the default grid, which is run each time you login. Or, you may set eCoordinator to simply
remember the last grid that was active when you last logged out.
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Grid Settings For Volunteers

Select Columns to display in the Grid
Available Columas: Halectod Calunmns: Celuma Saarckas Sart Width [ Max

gty = Last Hema | 1 'T F 50

Aty Status First Harmse | |T i50

Aftredy Statud Date ey Phone I 'T /50
Available Bours per week Emai Address - !:_ {50
B duusth

BT Auth By

BC Auth Diate o |

BC Status =]

B Stabus By

BC Status Cate

Birthday

Cell Prame

Catficationt/CPR Cartifigd™

Certfications/First did Certified ™

Cay

Cantact Tima =l
* Indicates user defined fields The top bo bottomn order of the fields above mabches the left to nght order Bove Up |

ol the columng & the gnd.
e Hurmiber of records per page: IF m
[!'ﬂ' the name for a rew saved grd here, — e e e
w 2
I oers of tha aceaune - I % cotumn searches
I Current colemn sort

- S———— I Currently salected folder [l Data =

wremm s enm e T TG SRIBLE -emnnneemnn e o 2] I Currently selected namad search Im Search Sysben

=
Ramamber tha last gnd wpen logout d L Ay | | aK J Careel ]

Step #9: Click “OK” or “Apply.” The “OK” button will close the grid setup screen, while the “Apply”
button will keep it open while also implementing the new grid.

Additional Grid Screen Features:

1. Managing Grids: You can open or delete a previously created grid by selecting it from the
drop-down menu in the lower left.

2. Controlling Displayed Record #: You can also increase or decrease the number of records
shown on a grid. The default (and maximum) is 100. Additional records are still considered to be
part of the “grid” but are not displayed due to space limitations on the screen.

54 Named Grids Part 2 Practice

P

Practice

Practice the remaining skills by doing the following:

Named Grids Part 2 Practice Instructions:
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1. Enter at least one item in the column search area. May be a number or relative date field
2. Pull data from the “All Data” folder

3. Add a pre-built search to your grid

4. Name your grid appropriately (please show instructor)

5. Click “OK” and make sure your grid shows the right data

Action: Monitor the practice. Watch for anyone who forgets to click “Column Search” check

box. It was intentionally left out of the practice instructions.

55 Named Grids Review

R

Review

Discussion: Discuss practical day-to-day uses for grids. List results.

Now that you know how to create grids, please complete the following review exercise:

My Personal Review:
1. Run all of the pre-created and new grids listed in the pull down.

2. List the most common grids you will use for your organization:

Discussion: It is VERY helpful here to lead a discussion on the different grids that class

members can foresee using. List their answers to question 2 on the board along with new
items they come up with in the discussion.
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6 Email System

Using eCoordinator, you can send email to clients, volunteers, opportunities, or to organizations.
eCoordinator has automated the email function, enabling you to send individual emails to large
numbers of recipients automatically. The eCoordinator email system protects recipient information
so that each recipient sees only their own information, not the email addresses or information for
any other recipients.

6.1 Email Demonstration

Action: To demonstrate the email system, follow the steps listed here.

Step 1: Select email recipient(s) from the data grid.

Step 2: Click "Email" button from the menu on the left.

Samaritan Demo Account : | All Data

Pl YopporumuesJorgemasion]_ctens

Hew Show Al | Grid Seftings | T — T R L T — | Search System
Edit
— 1 to 10 of 10 Volunteers
= ___|Last Name | First Name | Day Phone | ___Placed With Opp
R
L Lot | Find | | [ | [eosen
Calendar
- ¥ Alexander Faul 954-652-3255 *Eco-Tours-Staff, Adopt A Beac
Refer/Place
Log Boak i i Allen Douglas a77-8126 Baskatball Coach, Owvernight
— Email F 5 Avery John Basketball Coach
Share T i Banks Barb 801-566-5532 Acrylics Cleaning-Staff, Adopt
Background Check ¥ E Barber Conan 555-852-5478 Adopt A Beach, Audio technica
Select A ¥ a Doe Jane (111) 222-33 Adopt A Beach, Aramal Care Aid
Unsalect A1 I i Doe Sheila 905-658-9251 Acrylics Cleaning-Staff, Adopt
e ¥ 3 Henline Bob 8013283972 Adopt A Beach, Basketball Coac
- okder Manager -
3 Al Data ¥ E Jackson Franklin 555-222-3344 Adopt A Beach, Basketball Coac
b ] My Data ¥ E Leonard Keith 801-328-3972 *Eeo-Tours-5taff, *Opp (Schadu
Ao ] Inbox (53]
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This is the main email system screen:

eCoordinator Volunteer Email

You can mnsert a mail merge field into any of the felds below.

&l 10 record{s) in the gnd (Paul Alewander.. Keith Leonard)
To:

i+ 10 selected record{s} (Paud Alexander...Keith Leonard) Velunteer Mail Merge Fields:

|]nsert alernate amail sddresces, including mad merge fislds, hare, |-1l:l-.r-t-.- Status _;I
From: |mbsady@samsritan.com, The curser is in the Message field, nsert
ce |
Beer |

Attachments: [Maamom ZH8)

Subject: [ [ _Jm

Message: |
=l
Save Email Te ate:
Entar the name for the email template here.
[T Hakes this ternplate available to
ather uers of ths Bccount, .
Saved Email Template List;
| ................. e T — ;I
Send Using:
¥ eCoordinatar
;J " Default email client on this CompUker
Reset Previen
Lignature:
El
Senad Cancel Wessage
ul ~ | Kol

The system will save the last message sent, so when you open the email window, there may
already be a message in the text box. If this happens, click the "Reset" button.

Step 3: Select whether your email message is going only to selected recipients or to everyone in
the data grid.

You can enter additional email addresses in the Cc and Bcc fields. Addresses in the Cc field are
visible to all recipients, addresses in the Bcc field are invisible to all recipients.

If you want to have a copy of the email you are sending, please Cc yourself. eCoordinator is not
an email client software, and will therefore not retain sent messages.

© 2016 Samaritan Technologies



108

eCoordinator Volunteer Email

You can insert a mail merge field into any of the fields below.

= All 10 record(s) in the grid {(Faul Alexander...Keith Lecnard)
To:
f* 10 selected record(s) (Paul Alexander...Keith Leonard)

IInser‘t alternate email addresses, including mail merge fields, here.

From: Imbradv@samaritan.cum,

Cc: |

Bcc: |

Subject: |
—Message:

| =

Step 4: Enter your return address and email signature information. These only need to be entered
once as the system will save them for you. They can be changed at any time.

Step 5: Enter a SUBJECT for your message. This is a required field.
Additional Options:
e Mail Merging: You can use “Volunteer Mail Merge Fields” to personalize your message. There

are several mail merge fields available, simply use the pull-down menu to insert the field into the
text area of your message where appropriate.
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Volunteer Mail Merge Fields:
Age LI

The cursor is in the Message field. In=sert |

Attachments: (Maximum 2ZMB)

Save Email Template:
|Enter the name for the email template here.

[T Make this template available to i
other users of this account. i

Saved Email Template List:
----------------- Click To Select ----------------- |

Send Using:

¥ acCoordinator

" Default email client on this computer

Send Cancel Meszage

e Attachments: The email system also allows you to attach files (up to 2MiB) to your emalil
message. To attach a file, click the "Browse" button under the attachment header, and an
Explorer window will open on your computer. Double-click the desired file to attach it to the email
message.

Please note, however, that many receiving email systems will block any email that has
attachments. We recommend that you upload any files to a separate server and insert the
associated hyperlink in to the email in eCoordinator. To learn more how to do this, see
“Formating & Hyperlinks” instructions later in this training section.

e Templates: If you intend to use this message again, you can save it as an email template.
Templates help save time by automating processes that you repeat often. Saving your message
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as a template will enable you to send the same message to additional recipients at another time
by selecting those recipients and then selecting the message from the "Saved Email Template
List."

When saving your template, you can opt to make it available to other users of this eCoordinator
account or save it to your personal data by using the check box.

You can also clean up your template list by deleting any you no longer need.

e Previews: You can click the "Preview" button to see how your message will appear to your
recipients.

Message:
Dear [VOL_FIRST_MNAME], :I

We would like to thank you for all of the time and effort that vou donate.
Flease make sure to return to the website often, in order to find updated
opportunities and record vour time.

Thank wou once again.

=
Reset Preview |
Signature:
John Smith ;I
Volunteer Coordinator
555-1212
=

e Formatting & Hyperlinks:

eCoordinator Preferences

Email
Email Format:

' Plain text
* olor and graphics (HTML)

¥ Enable advanced HTML formatting toolbar
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You can format your email and add text by turning on the advanced HTML formatting option. To
do this go to:

Menu bar> Tools> Preferences

Select "Color and graphics (HTML)" radio button

Select “Enable advanced HTML formatting toolbar*

When you return to the email screen (it must re-load) then you will see the toolbar:

) ||—Fantramir5.f—;||—Fantshe— ;l B 7 U ;3 abr | ===
EE|FFEx Q| EXAr Yy

o | = &= | | =

We would like to thank you for all of the time and effort that vou donate. Please
make sure to return to the website often, in order to find updated opportunities

and record your time.

Thank wou once again.

Reset Preview
Signature: [Show] formatting toolbar
John Smith
Volunteer Coordinator
555-1212

To create a hyperlink, highlight the word you wish to build a link for and click the universal icon
for hyperlinks (the chain link, as shown).

i) ”—Fantfamih.r—;”—FantEiae— ~B 7 U i a'j‘;|§
S| EE|x X Q — | R | E Q|40 |m

H | | | | L

I

&

This screen will appear:
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Insert/edit link |

Link URL | |

Target IDpen link in the same window LI

Title | |

Enter the location (URL) of the file you wish volunteers to download when they click the hyperlink
you're creating.

The safest way to assure the link will work is to test it in a browser window and then paste it
directly in to this screen.

PLEASE DO NOT ACTUALLY SEND YOUR EMAIL DURING TRAINING!!

Once you send your message, you will see a confirmation screen telling you how many emails
were sent and to what addresses. Any errors encountered (missing addresses, incorrect
addresses, etc.) will also be shown.

Click "OK" to close the report window.

6.2 Email Practice

P

Practice

Practice Instructions:

1. Select a volunteer to send an email

2. Add yourself to the Cc field

3. Write an email that includes a salutation and a hyperlink to a the your organization's
homepage

4. Save this email as template, naming it appropriately

5. Launch the preview screen and ask your instructor to review it

Action: Give the directions and then monitor the trainees.
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6.3 Email Review

R

Review

My Personal Review:

1. Who do you think would receive the email if you accessed the email screen from the
opportunities tab? Organizations tab? Clients tab?

2. Does the signature remain even if multiple emails are written?
YES NO

3. What is a better option than sending an attachment?

Answer Key:

1. Opportunities Tab = Opportunity Contact

Organization Tab = Organization Contact
Clients Tab = Client
2.YES
3. Creating a hyperlink to a previously uploaded document
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7 Volunteer Referrals and Placements

This topic will cover the ways in which you can connect volunteers and clients with opportunities.
Before beginning, please remember that new volunteers will automatically be appearing inside
your Inbox folder. The question, then, is how to review them and make decisions about whether a
referral should be converted to a placement. First, we will discuss referrals and placements.

What is the difference between a referral and a placement?

I. Volunteers:

Referrals come from volunteers asking to be signed-up for one or more opportunities they found
while searching eRecruiter. Placements, however, can only be made by you. You can make a
placement at any time, but it is recommended that you only do so when the volunteer is aware of
it. If they have self-referred for the placement online, then they are certainly aware that you are
considering them for the opportunity. If they have not self-referred the placement on the website,
be sure you have communicated with them in some other way before making the placement.

Electronically, only those volunteers who have been placed can enter hours and answer other
guestions you may have about service they have done. Therefore, all volunteers who work inside
ANY of your opportunities must be placed. To minimize the amount of work for you, we strongly
recommend when you have a new service opportunity, that you publish it on eRecruiter and inform
volunteers that if they want to serve, they will need to sign up. This creates the “self-referral” in the
system. You can then easily review and turn it in to a placement by following the instructions in this
section.

There are three ways to connect volunteers and opportunities.

1. From the Volunteers Tab: Allows you to find a service opportunity for volunteers.

2. From the Opportunities Tab: Allows you to find volunteers for opportunities.

3. From the Scheduling System: It is also possible to place from the Scheduling System. This will
be covered in the “Scheduling System” section of this manual.

We will first discuss how to review referrals and place opportunities to volunteers. This includes the
method for approving referrals that volunteers have made on eRecruiter. We will then discuss how
to review which volunteers have self-referred to work in a selected opportunity and make
placements from there.

II. Clients:

Unlike volunteers, referrals do not come from clients via eRecruiter. Referrals and placements can
only be made by you. You can make a referral or placement at any time. As the client is a recipient
of some service provided by your organization, it is likely that they already understand and know
that they will be receiving this aid. However, be sure you have communicated with them in some
other way before making placements.
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There are two ways to connect clients and opportunities.

1. From the Opportunities Tab: Allows you to find clients for opportunities.
2. From the Scheduling System: It is also possible to place from the Scheduling System. This will
be covered in the “Scheduling System” section of this manual.

7.1 Referral and Placement Demonstration

D

Demo

Follow the instructions below whenever you are trying to find a service opportunity for a volunteer
or approve a referral made by a specific volunteer.

Finding (or approving) Opportunities for Volunteers:

1. Click the “Volunteers” tab

2. Check the box next to the volunteer whom you wish to place

3. Click the “Refer/Place” button in the column on the left side of your screen
4. The “Volunteer Placements” window opens for the selected volunteer

The Volunteer Placements window will display several opportunities for the volunteer. You can use
the search feature to narrow the opportunities by typing an opportunity name in the search box at
the top of the page and clicking find.

Select the opportunity you wish to refer for that volunteer and click the “Refer/Place” button.
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Show records from s folders © onlly current folder

Volunteer Placement  pm—— e — (e
Behymer, Fred Find results for...
Shown | glnd
[C Aveld Positions I~ Starting Cabe T Crpanizateon Kame
Eheer i |
Aefroah I
%EUHHIEF:

| Tate ﬂ
T =0pp (Schedulp Shees)
T Agds mechmzian - FOH
T Esaksisel Cansh
T  Besch Clessup
I Besr Fesder
T Besutifying Southens Oklshomas Resource Cenber [SORC) =
Referred ufiEs e o Plased Copamunities: e b imS
IF_T:L Fafgres On ;] I T Plaged On -;J
M ek 15 My 2009 06116 Fm
= | T midses Wiks's Dareal Clinie 14 May 2008 0387 pm
j
= =l

In the top area of the screen you will notice there are ways to search for specific opportunities by
entering a title or running one of the pre-built searches. The results will appear in the main window.
You can highlight a specific opportunity by selecting the check box next to it. To place the
volunteer to your selected service opportunity, click the title and click the “Place” button. There are
also directional arrows between the refer and place windows that you can use to move the
Volunteer to “Referred” or “Placed” as appropriate.

The “Un-Refer” and “Unplace” buttons on this screen will remove the opportunity from your current
list.

Finding Volunteers for Opportunities:

1. Click the “Opportunities” tab to make sure it is active

2. Check the box next to the Opportunity for which you wish to Refer or Place volunteers
3. Click the “Refer/Place” button in the column on the left side of your screen

The “Opportunity Placements” window opens for the selected opportunity.
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Show records from & sl folders F  only owrent lolder
Opportunity Placement [l — P P e T ——— =1
Book Fair Office [ —— T [ T ———— |
Boston Chinatown Neighborhood Center [ Inbeli-Match SearchSywie | Bwbess |

[T Easfriction compatible approwed volunteers
I Volunteers © Clients Find results for...
| Firdd
Shawe Al
Wolunbeers:
o 3
C | *coe, jobn
F | adams, Crystal
I adame, Dby
T | aguilsr, &rnonzo
I alexeey, Pavel =
Referred Velurteers: i it | Faced vokintsers: L ] |
I Wama Fibwrred On =] I wama Placed Cw =]
ﬂ I Bacea, Delesres 28 Wyv 2007 33432 pm
T Banks, Bark 29 Jal 00T OHI29 pm
j T Bredy. Michasl 25 2l ZOOT OFA40 gm
T Dos Sheils 17 Apr 2008 02:01 pr
= =
Humber of volunteers referred: O af w s I: @ Placed: 4
Finah
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At the top you will see the name of the opportunity as well as three different options for identifying
the best qualified volunteer(s) for it. These are meant to be used individually or collectively. You

"activate" each option by selecting its check box.

Here is additional information on each option:

Show records from  all folders ¢ only current folder

| | --------------------- Request/assign Filters-------------------- |
e — Mamed Searches---------m-ooommmmmnne |
[T Intelli-Match Search System Refrezh |
[T Restriction compatible approved volunteers
Find results for...
' | Find
Show All

. Using Refer/Place filters: This option allows you to search for volunteers based on their

previous placements, referrals or their association with one of your organizations. The most
common option is “Referred to the opportunity,” which will display all of those volunteers who
have self-referred it on eRecruiter. Click the “Refresh” button to see results in the main window.
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Show records from {~ all folders % only current folder

Mot placed
Mot placed with this Opportunity
™ |not placed with this COrganization
Mot referred to this Opportunity

[ |Mot referred to this Organization
Flaced

Placed with this Cpportunity
Placed with this Crganization
‘Referred to this Opportunity

Referred to this Organization

2. Adding a Named Search: You can choose which search you would like to use by selecting it
from the drop-down menu. These are the same pre-built volunteer searches you see on the
main volunteer screen. Click the “Refresh” button to see results in the main window.

3. Intelli-Match: If the “Intelli-Match” box is selected, the volunteers will be reordered based on a
score that they receive. This score indicates how closely their profiles match the profile of your
selected opportunity. Note that Intelli-Match does not guarantee a proper match and should only
be used when the other methods are not narrowing your results sufficiently.

G records from O ol folders 7 eely current Telder
Opportunity Placement | Reler/Place Filters =]
Clerk | [ —— DT T — =]
Camp Fire USA F Inteli-Hateh Search Sysiee Fatenn |
[T Eastrchen compatible approved voluniaars
Find results for...
r | Find
volurtsers: ]
| T  ielkmmch =
[T  Barrara, Yogi 38
T ekagen, Endinna 38
T Skywallker, Luke 36
I Sguarspasse, Soangabek 28
T Creme, Honts 25 :I
[ et Pl o
Referred Volertaars: sl st | Placed Voluntaers: L i)
I Tite Radared G B [ Tel Flaced O =
= | [T Babyrear. Fred 18 My 200% O6: 18 pm
T samt ek 18 My 2009 O6:16 pm
i
™ steatsya Inse 13 May 2005 0616 pm
I Skywillar. Luks 18 bay 2O09 0616 pn __|
| T Wiryei. Bowei 18 My 2OO9 BEi16 Gl
Frigh J

A Note about Intelli-Match...

It is possible to get a high Intelli-Match score for a volunteer who is not suited for the
Opportunity. Any match between the profiles increases the score. There is no adjustment made
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for the criteria one thinks is most important. For example, if you are looking for a Japanese
speaker who likes tutoring and is available on Tuesdays during school, you might get a high
match from someone who is available at the right time, wants to tutor, likes to work with groups,
and is interested in education, but does not speak Japanese.

4. Finding a specific volunteer: If you do not need to narrow the list of volunteers you are

viewing, then ignore the three check boxes and select the volunteer from the list in the main
window. To find a specific volunteer by name enter the name in the space provided.

Show records from  all folders ¢ only current folder

| | --------------------- Request/assign Filters-------------------- |
e — Named Searches----------------------- |
[T Intelli-Match Search System Refrezh |

[T Restriction compatible approved volunteers

Find results far...

r | Find

Show All

Finding Clients for Opportunities:

1. Click the “Opportunities” tab to make sure it is active
2. Check the box next to the Opportunity for which you wish to Refer or Place clients
3. Click the “Refer/Place” button in the column on the left side of your screen

The “Opportunity Placements” window opens for the selected opportunity. Click the "Clients" radio
button under the opportunity and organization title.
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Show records from & sl folders F only owrent folder
Opportunity Placement | | [ —— PR Py e ———— =]
Book Fair Office rJ Named Searches =
Boston Chinatown Neighborhood Center ™ Approved disnts Searcn Systers | Bt |
Find results for..

Show!

™ Volunteers & Clients C ot

[ Age

Shaw Al ]

Cligrti:

T Mams =]

T Faust, lekssnes

[T | Fermi, Enneco

T  Ferran, Flaode

I | Frankle, Benjame

I Smith, John =
Eahprrad Clignts: E— S | Placed Cliants: p— ! |
r hans Rtasred On =] | hams Placed Oa =]

»3
-
tHumber of dlients referred: O ber of clients all i ¢ Placed: O
Finiah

The search filters for this view are the same as from the "Volunteers" view of this same screen.
Placing or Referring from eRecruiter:

All eRecruiters must be designated as either a "Placement eRecruiter” or a "Referral eRecruiter,"
meaning that when volunteers sign up for opportunities online, they are either placed by default, or
referred by default. However, this behavior can be overriden. For example, a school will want to set
up a Referral eRecruiter, because they work with children and cannot put this vulnerable
population at risk by not screening volunteers prior to placing them with an opportunity. However,
the school may want to put on a workshop or a training course, and would like it to be open to the
public. The eCoordinator user would not want the hassle of placing each person who signs up,
since no screening process is required for this one-time opportunity. For times like these, turn to
the "Additional Info" tab on the opportunity profile, and find the field labeled "Volunteers who sign-
up for this activity on their own should be":

There are three checkbox options:
e referred
e placed
¢ placed into schedule slots if already placed with opportunity

Whatever is selected here precludes and overrides the default eRecruiter functionality. In our
example example, where the eRecruiter is set up to refer all volunteers who sign up, but the
volunteer manager would like volunteers to be automatically placed with the training, the volunteer
manager could select the “placed” checkbox. This will override the eRecruiter setting and place all
volunteers who sign up for that particular opportunity via the eRecruiter.
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Please note that because they are checkboxes, more than one option can be selected. These
three checkboxes are also available as grid columns on the Opportunities tab.

Any additional inffarmation about this apportunity

_"I Minimum age of voluntesrs |15
Nurnber of voluntears neaded |20
LI Max group volunteers
Max voluntesrs par group
Opportunity Starting Date: |3 'I May = " 2005 =

How many hours will velunteer serve per weeak? |5.00

Opportunity Exparation Dabe: | ;l[ ;" =1

Display Begin Date: | _=|| =l =l Mirurum number of clisnts neaded for slot [
Desplay End Date: | = I - " - Maximum number of chents allowead for lot I
Valunbeers wha sign-up for this activity on their own should be:
[ referred
I placed
™ placed inta schedule slats if already placed with oppartunity
Only indlude volonteers with the following™ Cpportunity Scope Volunbeer MUST check the Volunteer MUST NOT check any
liability covarage fallowing health options of the following health options
I™ Insured by our Agency ™ International [T Excellent ™ Excallant
™ Insured by Voluntear Center I Local IC Good I Good
I~ Mot insured T Nasanal [T Has allergies ™ Has allergres
™ Self-insured ™ State / Ragional [ o Mok
[ Poor " Poor

7.2 Referral and Placement Practice

P

Practice

Referral and Placement Practice Instructions:

. Place the volunteer you entered earlier with your opportunity
. Place the client you entered earlier with your opportunity

. Select your opportunity and place volunteers with it

. Filter using 2 of 3 methods

. Select multiple volunteers

. Click “Refer” or “Place”

. Did they show up on the main grids in appropriate columns?

~No ok, WN PR
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7.3 Referral and Placement Review

R

Review

My Personal Review:

1. What are two of the three ways to connect a volunteer to an opportunity?

2. What are the three filters that can be applied when finding volunteers for an opportunity
placement?

3. When should Intelli-Match be used?

Answer Key:

1. Answers may include:
a) The volunteer self-referring to an opportunity via eRecruiter

b) Using the “Refer/Place” button from the Volunteers screen
c) Using the “Refer/Place” button from the Opportunities screen
. "Refer/Place Filters,” “Named Searches,” and “Intelli-Match"
. Only when other options do not narrow the list of volunteers sufficiently
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8  Scheduling System

The first thing to know about the scheduling system is that it is entirely optional. It is perfectly
acceptable to create and publish service opportunities that do not have schedules. Volunteers can
still sign up for them and you have now been trained on how to process their records.

However, there are some good reasons to consider scheduling in the following situations:

1. You are running an event that has many volunteers doing multiple tasks simultaneously

2. You have a recurring event or training that occurs on a consistent schedule (like every other
Saturday, etc.)

3. Your volunteers prefer to see their upcoming schedules on eRecruiter

Accessing Scheduling: If any of these describe what you do, then you will need to use our
scheduling system. It can be accessed from the Volunteers, Opportunities, Organizations, and
Clients tabs. If you want to schedule specific volunteers or review their upcoming assignments
please go to the Opportunities tab and click on “Calendar.” If you need to create a schedule for a
specific opportunity then go to the Opportunities tab and click the same button.

MNew

Edit

Delete

Reports

Calendar

Request'Az=ign

Log Book

Email

Share

Un=zhare

Background Check

Select All

Unselect All

The scheduling system consists of several elements which we will train you on individually, but the
basic concept is that schedule slots are created for existing service opportunities and then filled
with assigned volunteers. We will start by providing an orientation to the schedule system layout
and will then demonstrate how to do basic tasks.

Here is how the main scheduling calendar appears by default:
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| 4 b | tacon s POLY
Key Elements

Now we will introduce you to the key elements of the screen:

1. Opportunities view: This is where you select the opportunity for which you want to create or edit

a schedule. Use the [+] Filters screen to access the pre-built opportunity searches in order to
further refine the displayed list.

Opportunities [-]

[+]Filters

[T Opportunities 1to3of3

[T Copy #1of Ala Wai Elementary - Sing O il

[T Copy #1 of Palolo Elementary - "I Can R

[T testsignin opportunity
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2. Volunteers view: This allows you to select a volunteer whose schedule you would like to view or
work on. By selecting both a volunteer and an opportunity, you will see when a volunteer is
scheduled for that opportunity. As with the opportunities window, you can also use the [+] Filters
to apply pre-built searches to see only the volunteers you want. If you want to view only certain
volunteer(s), please select them on the main Volunteers tab before accessing scheduling.

Volunteers ? [-]

Page 1of 23 < 1 = M
[+]Filters [T Perm. [T [Refer | [T [Place |

" Volunteers 1 to 30 of 690
[T Abe, Duwayne —
Adriano, Davelynn

Adversalo, Suzette

Afuso, Leslie

Afuso, Wendy

Agarijo, Lisa

Agustin, Toni

Aiona, Vivian

a0 0 nan

Ajifu, Wendy

1

Aiifi1 | eclie

3. Clients view: This is where you select the client(s) which you want to place into a schedule slot.
Use the [+] Filters screen to access the pre-built client searches in order to further refine the
displayed list.

[+]Filters [T Perm. [T [Refer | I |Place |

[T Clients 1to5of 5

[T Faust, Johannes il
Fermi, Enrico

Ferrari, Placido

Franklin, Benjamin

. B -

Smith, Jaohn
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4. Calendar view: This allows you to view schedule slots that you have previously created.
Schedule creation will be demonstrated later, but below are some additional items that will help
you understand the layout better.

[ 4 p May 2011 2 T

[F

¢ A “day” has a yellow background when there is an active schedule slot (or slots) on that day. A
blue background appears for whatever day you are currently working on.

¢ Fractions: For example, you may see a "[0/1]" in the bottom right of the slot. This is interpreted
that zero volunteers are currently assigned to a minimum number of one schedule slots on this
day.

26 [Add]
10:00 am - 12:00 pm

Palolo Elementary - "I Can Read"
Read with children.

[0/1]

¢ This symbol indicates that the schedule slot is one of many slots in a repeating pattern that was
created.

26 [Add]
10:00 am - 12:00 pH 3

Palolo Elementary - "I Can Read"
Read with children.

[0/1]

e When you select a slot from the calendar view, details will appear at the bottom of the screen.
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These will appear much like this:

Tithe: Palolo Elementary - "1 Can Read”
Start [oerzerz005 = [10 =l[oo =][am =] Location:
oo n. 2106 10th I
End: | [12 =][oo =][Fm =] ADTTEsS 1 ovenye = RRICERC
Address 2:
Read with children. ;l E Hanolulu
o State:
Description: il Zp: 96816
Pl 733-4700
Volunteers: ¥ Plcec Referrad Gender Day Phone PLECor
Mie Samaritan W r 18 F =l
Jod

¢ Note that for the selected slot you can readily see who is currently scheduled for the selected
slot and that there is a “Conf” (for “Confirmed”) checkbox you can use to indicate when you have
verified that a volunteer will show up at the scheduled time.

8.1 Scheduling Demonstration Part 1

D

Demo

Our demonstration for the scheduling system will walk you through the basic functions of
creating and filling multiple time slots.

Step #1: From the opportunities tab, select the opportunity for which you would like to create a
schedule

Step #2: Click the “Calendar” button
Step #3: Pick any future day during the current month by selecting it on the calendar

Step #4: Drag and drop your selected opportunity from the opportunities window on to your
selected day
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Y 5 o 200 =
I Oppariutes 1
[ s oo 2

| o [~ fem | = 1
I lesises ImTell
o ——

Fabng | | Bem am Bl

As soon as you drop the opportunity on the date you selected, the system will open a new
schedule slot profile.

Step #5: Enter a description & time for the slot.

Use the spaces provided to enter a brief description of what the volunteer(s) will be doing during.
For example, if the service opportunity is "I Can Read," you can create multiple slots and use the
description field to list the specific dates and times for which you need volunteers to sign up.
Volunteers will see these descriptions next to each time slot on the opportunity details screen
from helphawaiischools.com. When they sign up for the slot, they also sign up for sign up for the
assignment you entered here.

Entering Time: To enter the times, select the beginning and end times from the drop down lists.
The date will already be filled in from the calendar screen. Schedule slots may start on one day
and end on another day (i.e., go past midnight, if necessary). If you leave the "End Date" field
blank, the system will assume that the start and end times are on the same date, as entered in
"Start Date."

"indicates required fislds

Opportunsy: Adopt A Beach
Owganization: Coyote Point Park
*Dadenphicd | Purpade Arry #padal Mekdsde lof valunbesrs?
Aeept & basch - Ovar gxposune to the Sun causes cancer 5o, bring =

i & aunblock an r a hat,
Type slot description here. ik andwesr s i

*Figte m': |-1Ih, 1.r~ on the volurtesr schedules snd whan voluntesrs
*Times E'EIT; *Miremum vilunteers nesded E
Dt Ii *Maximurmn volurtears allowed I_S
“Time EEIPN = Mnimum dients nesded I_
Haximum clients allowed I_

Urgency l|Ll:1-»- =

Minimum & Maximum Volunteers: Enter a minimum of one volunteer but a maximum that is
equal to the number of people you are seeking plus an additional % in order to accommodate
no-shows. The system will continue to post the schedule slot until the maximum number of
volunteers request the slot.
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Step #6: Location Information. Enter the address where this slot occurs, or select "Same as
opportunity" when applicable.

Location Information -1
Location: Lecsban Dascrption:
Address 1: [2106 10th avenve =
Address 2: —
City: [Fancie
State; [Choose a state =]
. O
[Faaamoa
resr:  [halilsh Coombs
Contact R d|

¥ Same as opportunity

Step #7: Create a repeating pattern for your schedule slot (if needed). If you are creating the
schedule for an opportunity that recurs (e.g., every Friday from 10 am until noon), please enter
the pattern for the repetition in the check boxes provided. This will automatically create the slot
on all future days you select in the pattern. The repetitions will continue until the “Repeat Until”
date is reached.

Repeat =1
Would you like bo repeat this activity? & Yes Mo
Repeat on Weekdays Repeat on Days of Month

Sun bion Tus Wed Thi Fri Sat Mgt Ch [ amh T zand [ 258k

et T C CC CFLC FCand Camh [ 1eh [ 23rd T30
Second T O CC O F IO [ ard T path T amh T 2ath T 32
Thid [T T T T T F [T} T ash [ aath T 18k [ 25tk T Last Doy
Futh T C T C T FC I sth T g2th [ 15¢h T 25th
h (DO CC OFO) I eeh [ ouath [ 2000  27th
Last rCcrrr- O FLC O nh O adth 216t T 36t
L] Each occurrence of this opportunity may use different
Bepaat Farever [ = volurteers. Display all ocourrences of thes slot in Recruiter
Fepettion descripticn incliding excepl=ons.
‘:I This cpportunity requires anly penmanent an-goang volunteers.
€ In Recruiter display this slot only once for all gccurrances
;I inclueding excepbons.

Step #8: Volunteer Referrals and Placements and Client Referrals and Placements. Drag and
drop volunteers and clients whom you wish to request or assign to this slot.

Volunteer Referrals and Placements [-1
tirers [ Pem. O B Volunteers: ¥ Flaced Referred Gender Diate of Birth

[F vehmteers Lmbofs | -

[~ Behymer, Fred =

[T Kent, Clark

[T Mondoya, Ingo

| [T Skywaler, Luke ;I ;1
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Client Referrals and Placements [-1
{+]Mlers L] Pem. L] & Clients: + Flaoed Aeferred Gender Date of Birth Special Nesds
',- e \nTof7 | Mathy Davis =3 r ¢ & | |
[ Cuvis, Kathy -

[T Haroldson, Joe

[T Jensen, Gna

[T Jehnson, Frark ll ﬂ

Step #9: Client Special Needs. If any clients who are placed with this schedule slot have any
special needs as noted on their client profile, they will be listed here for you to see.

Client Spedial Needs [-1
Clients Special Needs Special Needs Notes
Kathy's attendant i har sister who knows how ta handle har of
Eathy Davig :m::;ﬁlmld“ bey climnt, Cliant excitable, Famale she gets excited or upset. Do not take Kathy anywhere without

her sister.

® Chek on the namea 1o sdit

Step #10: Automatic Log Book Entries. Select the Sign-In station(s) from which volunteers may
sign in/out for this slot, if applicable. Also, tell the system if you would like it to create an
automatic log book entry for this slot, and if you would like to keep volunteers for entering their
own hours.

" Automatic Log Book Entries -1

Which stations may be used to sign-in and sign-out for this schedule slot? Help
[T Front Desk [T Rear Entrance

[T Automatically create log bock entries for volunteers placed with this slat
[T Do not allow volunteers to recerd their own hours for this oppartunity.

Step #11: History and Notes. This tab serves as an audit trail, detailing the date, time and name
of actions taken by eCoordinator users. It documents when assignments have been made or
unmade, and also allows users to enter their own notes with the "Add/Edit Notes" button.

History and Notes [-1

Higtdry

29 Jun 009 157 AM

Fellowang actions parformed by Mike Brady:
Stat Time

changed fromm HSA 1o 600 am

|End Time
changed from NSA to 12:00 pm

Pickup bdddress: Same as opportunity
changed from Ho o Yes

Maximurn valurteers allowed
changed from HSA to BO

Autamatically create hag book entres for veluntesrs
placed with thas slot
changed from HFA to Mo —

Do rat allow volunteers ta record their awn haurs far
this opportunity

changed from NiA to Mo 5 [ e

Step #12: Attachments. Like the other profiles, the schedule slot profile has the ability to attach
files, such as images, documents, etc. Use this tab to attach files, as well as enter notes about
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the attachments. Note: there is a 2MiB maximum limit for each file.

5
Attachments [-1
attachment list: Imigs Preview
Uplosdad | Attachment Velunbears can ses this sttachmant: [T
“Okher: -
Oiher; new (entar description) IH"‘”'““ o
File:
| Erowse |
2 MB maximum per attachrmant
Mobes:
=
- = =
Ticad ]r Uplaad [ Dpiste ] [ Moy Attachment Lt Save notas aod descriplion Aestors nctes '\-'.'J-.\'.'.'-.-"]

Step #13: Click “OK”

You will now see your slot listed on the calendar with its description.

Discussion: When will repeated schedule slots most likely be used in your programs?

8.2  Scheduling Part 1 Practice

P

Practice

Please select the service opportunity that you created earlier in the training and take the following
actions:

Practice Instructions:

. Select your opportunity on the opportunity tab

. Click the Calendar button

. Select, drag and drop your opportunity on to a calendar day

. Complete the schedule slot profile

. For this practice, make set up a repeating schedule

. Click "OK” and make sure your slot appeared on the calendar
. Check future dates where the slot should also appear

~NOoO O~ WNPE
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8.3 Scheduling Demonstration Part 2

D

Demo

We will now continue to demonstrate the next steps you should take so please keep the calendar
screen for your opportunity open.

Step #13: Placing Volunteers. This is just as simple as calendaring your service opportunities.
Select the volunteer(s) you want to place in the schedule slot and drag them to the slot where it
appears on the day you want the volunteer(s) scheduled. Notice that you can assign multiple
volunteers simultaneously. You must select the “Place” checkbox at the top of the volunteer
window before you drag the volunteer to the slot. If you would like to assign the volunteer to ALL
upcoming instances of the slot, click the “Perm” checkbox as well as the “Place” checkbox.

Volunteers ? [-]

[+]Filters [T Perm. [ [Refer | # |Flace |
[T Volunteers 1 to 50 of 61
[T *Doe, John ﬂ
[T Adams, July

Step #14: Placing Clients. This is just as simple as calendaring your service opportunities. Select
the volunteer(s) you want to place in the schedule slot and drag them to the slot where it appears
on the day you want the volunteer(s) scheduled. Notice that you can assign multiple volunteers
simultaneously. You must select the “Place” checkbox at the top of the volunteer window before
you drag the volunteer to the slot. If you would like to assign the volunteer to ALL upcoming
instances of the slot, click the “Perm” checkbox as well as the “Place” checkbox.

Clients ? [-]
[+]Filters [T Perm. [ [Refer | # |Flace |
" Clients 1to50f5
[T Faust, Johannes ﬂ
[T Fermi, Enrico

Step #15: Click “Close.” Your volunteers will now be able to view their personal service schedules
on the eRecruiter when they click the link for “My Schedule.” You can also print reports that show
your schedule slots from the Report All menu. Finally, you can select any volunteer from the
Volunteers Tab and see their schedule yourself by clicking the scheduling button.
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» My Profile

» Referrals
» Placements
» Report Service

Opportunity Search

Log Qut

Additional Calendar Views:

[ ap June 20115

Volunteer Day Day Week Month Grid

Once you have completed all of the steps mentioned above you can take a minute to review how
your new schedule appears in various “views”. The view links are in the top right corner of the
calendar screen. There are views for Day, Week, Month and a special view for “Volunteer Day”
which allows you to compare schedules for selected volunteers side-by-side so you can see who
might be available for a new schedule, see below:

4 29 June 2000 7

T30 AM
2:00 AM
B:30 AM
900 AM

030 AM
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8.4  Scheduling Part 2 Practice

Please complete our scheduling practice by doing the following.

Practice Instructions:

. Assign one volunteer to a slot you created

. Assign two clients to the same slot

. Assign one volunteer to a repeating slot (permanent)

. Assign more than one volunteer to a single slot

. Review the different “views” you see for the calendar

. Close the calendar and launch the “Schedule Slot Placement Report” from the “Report All”
menu

. Go to the Volunteers Tab, select a volunteer, and review their upcoming schedule, if any

O WNE

\]

8.5 Scheduling Review

R

Review

Please answer the following questions.

My Personal Review:

1. How do you attach an opportunity to a certain date?

2. What methods are there for narrowing the number of opportunities, volunteers, or clients
that are displayed on the calendar screen?

3. How do you assign a volunteer to a set of repeating schedule slots?
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Answer Key:

1. From inside the scheduling system, drag and drop the opportunity to the date you want on
the calendar.

2. De-select volunteer, opportunity or client records from the left hand area, or select fewer
records when accessing the scheduling system from the main grids.

3. After the repeating slots are created, select the volunteer(s) from their window on the left of
the calendar screen, select the “Place” checkbox at the top of the volunteer window, and
drag the volunteer to the repeating slot on the calendar.
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9 Log Book System

The Log book is where you can keep all of the information that you gather from volunteers.
There are separate log books for clients, volunteers, opportunities and organizations, but they
all view the same data from different points of view.

In the log books, you can:

e Activate columns for each data field from the survey

e Set up grids to show the data you need

e Use the "Approve” button to approve one or more entries

e Use the Report button to export data to .txt format and then import into a spreadsheet

9.1 LogBook Demonstration

D

Demo

Step #1: Accessing Volunteer Log Book
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Samaritan Demo Account

Coporumesforgmicens]

New Show Al | Grid Settings | [
Edit
1 to 6 of 6 Voluntegis
Delete 7
Reports.
Calendar
Fred
Refer/Place
Clark
Log Book
Montoya Inigo
All Valunteers in Grid Skywalkeer Luke
All Wolunteers in Account ri Wayne Bruce
DaLRYTUUITI -1TE LR
celect Al v Havier Charles
Un=select All

e Make sure the “Volunteers” tab is selected and then select any volunteer(s)

¢ Click the “Log Book” button
e Select “Only Selected Volunteers” from the dropdown menu

Step #2: Summary or Details mode?

You can switch from Summary mode to Details mode to see all of the information available in
this grid. Summary mode shows cumulative data for each volunteer such as the total number
of hours they have served. Details mode breaks out individual records showing each entry
made by or for a volunteer each time they served.
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/7 e sardinater 693 . eCoordina tor Log Bask System - Intermet Explaner provided by Dell =10 =]
eCoordinator Log Book System :
| Speofic Date Range =] Start Date: [Jan =11 =][z002 =] Ay | Step 2
Step 3 | = ome:[Gec 5 [zori
Applies to; [Date Entered ¥ Aeser
aw Show i | GRESHERGE | eooeooooioons T T — 1 [T vy ] pe— Narved Sabrchish —--wr =]
— {11012 of 12 Rews
| VolunteerMame  Howrs | StartDate ___Opportumity Title | Organization Name
e =] B E =l | [
= | Bahymar. E4 2,35 16 Mayw 1009 Bidhi 15 Bruea's Cha SpmarRan Tranapost
Approval [T Eehymer, Ed L5 26 May 2009 Ride 1o Bruce's Cln Samantan Transpert
Select &1 r Brady, Milke 555 7 Feb 2001 9325 My Organization
[T Cwfu, Hank 10 20 Jul 2080 Adopt & Beach Coyobe Poink Park
Class r Do, John 10 17 Jun 2010 Sustamabilty 101 ARC Organization
r Hanling, Bob 3 24 Ang 2000 Quarry Park Baautdh Zan Mates County Par
[T Henling, Bab 3 24 Aug 2009 S8A Cansulting Certer lor EContm:s
r Henling,; Bob 64 Ay 2003 Wiolumieer Tax Prepar WITA
r Henline, Bob 3 24 Augg 2009 Wolprimer Tax Frepar  WITA
r Hanhna, Bab 231 Ay 2000 Literasy Toward S Algona-Paahe Libra
r Hanhng, Bob 317 Sap 2009 Wislutadr Tax Pragar VITA
r HGTest, Mike 5 20 Oct 2009 Mike's HG Test Algona-Faofic Libra
Summary info [for all 12 rows)
& Volunteers 02.75 H/A 3 Opp ries B Org
Dore i §g traermet | Protected Mode: Gn [¥a = [% wom -—,,!_

Step #3: Select your date range

You can pick which dates to view records from by selecting them from the range pull down menus
shown above. You can also use the pull down menu on the left to indicate whether these are
relative or specific dates. Relative date options will provide you with the ability to select, for
example, all records in the past month.

Step #4: Create or apply a grid (optional)

Log books all include the same type of grid setup and settings that are used in the main
screens. You can therefore pre-sort records by various criteria after turning them on/off.
Common uses for log book grids include the ability to view:

e Current month’s recorded hours
e Entries that require approval
e Current year-to-date hours

9.2

Log Book Practice

P

Practice

Practice what you have learned by doing the following:
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Practice Instructions

1. Access the volunteer log book

2. Select "Details" mode

3. Change the date range to show all records for this year

4. Create a grid that shows name, date and the number of hours served
5. Please remember to name the grid appropriately

9.3 Log Book Data Entry Demonstration

Continue learning about logbooks by exploring some additional skills.

Entering data for volunteers

Action: Continue the demonstration by showing how to enter new log book entries.

In most cases, volunteers will enter their hours on eRecruiter. However, should you need to enter
hours for them, please click the “New” button.

eCoordinator Log Bool

|5pecifi: Date Range LI Start Date: IMEW_'
End Date: IJun [
Applies to: IStart

New Show Al | Grid Settings | [---—
Edit

1 to 4 of 4 Rows

History - Volunteer Name - -
Delete -
Report MI |=

" Emal || T

Email

Approval
Select All

Un=zelect All

A R

1. If you have not yet selected a volunteer, you will be shown a list of volunteers to pick from
2. This is followed by a list of opportunities that the selected volunteer is placed with
3. Finally, you will see a screen that allows you to enter the date and number of hours served

© 2016 Samaritan Technologies



144

Approve Entries

Many recognition programs require that volunteer hours must be verified and approved. Follow
these steps to learn how. You must be in “Details” mode to approve.

1. Select any number of log book records and click the “Approve” button to get the record approval
screen.

2. Indicate whether the record(s) are approved by you or not. You can approve all previously
selected records simultaneously and append a note with information such as the method used
for verifying the hours.

/= eCoordinator 6.7 - Approve/Disapprove Hours - Internet Explorer provided

& | http: /72, 253.71.52/coordinator findex.php

&

Approve/Disapprove Hours

Change approval status to:
i~ Yes, Approved
" Disapproved
(* Not Yet Approved

Apply this status to:
" All 4 log book entries currently in the log book grid

&+ Only the 2 selected log book entries

Apply Note:
(+ Append O Overwrte

-

[

.

S

oK | Cancel

il

[Done

[ [ T T | |&bintemet|Protected Mode: OFf

[* 100% ~ .

9.4

Log Book Data Entry Practice

P

Practice
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Practice Instructions:

1. Record new hours for a volunteer from the volunteer log book

2. Go to the opportunity log book and enter new hours for a volunteer from there (hint: click
“New” button there too)

3. Return to the volunteer log book and approve the entries you have created during this
practice

9.5 Log Book Review

R

Review

My Personal Review:

1. How do you access the log book for a particular client?

2. What two modes can you view log book entries in?

3. How might you view only approved log book records?

4. If you wanted to view all entries for service opportunities that belong to your organization,
what is the most efficient way to view them?

Answer Key:

1. By going to the Clients tab, clicking “Log Book” and then “Only Selected Clients”
2. Detail Mode or Summary Mode
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3. Activate grid column “Approval Status” and do a column search for “Yes.” Note, if you

search for “approved,” it will bring up the non-approved entries as well.
4. Go to the Organizations tab, select your organization, and click the “Log Book” button
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10  Reporting System

The eCoordinator program allows you to create and/or print a wide variety of reports automatically.
There are multiple purposes for reports. These include generating statistical (logbook) reports,
mailing labels, phone rosters and even exporting data from the system when needed.

There are two ways to access reports:

1. Select “Report All” from the menu bar and then select the report you need
2. Select “Reports” button next to the data grid from which you are working

[Account [Tools

‘olunteer Roster

Opportunities

—— Volunteer Labels
Organizations

olunteer Phone List

Volunteers Registerad
Volunteer Data Grid
Volunteer Schedule

Samaritan Demo Account

CoporunesJorgenistons] _crers

Hew showal |  Grasetmgs [ Saved Grids -———————— =] Search System

1 to 24 of 24 Volunteers

|

= ———
o || | |

Volunteer Roster

Volunteer Labels Barber Conan EE5.-852-5478 Audio technician - FOH, Basket
Volunteer Report | Behymer Ed 760-272-4331 Ride to Bruce's Clinic, Volunt
Volunteer Phone List Behymer Fred 801-555-1212 Clerk, Ride to Mike's Dental C
o i Barrera Yogi £§55-222-3333 Bear Feeder, Park Maintenancea
Volunteer Data Grd
Broluntear Schedula Coyote Wiley 555-875-5426 Beautifying Southern Oklahema
Select Al T1 Cristo Monte 555-478-9874
Unzstect Al T Doe James 555-007-0007
- ™ Inhneon Tndiana EEE.TAG.GATA

Why Different Ways to Access?

The buttons on the left side are always for taking action on selected records inside the grid. The
menu bar across the top is for “system-wide” actions. Therefore the “Report All” menu at the top
will always pull report data from the entire database while reports created with the “Reports” button
will use data solely from the current grid or records you select inside the grid.
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10.1 Reporting Demonstration

D

Demo

“Report All” allows you to select a folder and run a report for all the records in that folder. You may
also use your grids or pre-built searches to limit the records in a report.

If you run a report from the “Reports” button, you can choose to see either all the records in the
current grid, or the records you selected prior to clicking “Reports.”

It is also noteworthy to mention that the same reports accessed from the "Reports" button on each
tab are also accessible from the Log Book System from that same tab.

Note: Adobe Acrobat Required. Reports are generated in .pdf format, so the Acrobat Reader is
required to view and/or print reports. It is available for free download from Adobe’s home page, a
link to which is provided on the eCoordinator login screen.

Once you have selected the report, you will be asked to establish the parameters of that report.
10.1.1 Data Grid Reports

Data Grid Reports allow you to customize the information for your reports and print or
export virtually every piece of data in the system. Because of this, there are restrictions on
which users may be able to build the data grid report. If you do have access then open the
“‘Data Grid Report” from the “Reports” button on the left side of the screen or from the
“Report All” dropdown box at the top of the screen.

Step #1: Use your pre-built grids as well as searches and sorting to get the data you want
for your report in to a main grid.

Samaritan Demo Account

I

Haw | Seow Al | God Setings Sawed Grids =] Search Systen Named Searches =]

Step #2: Select your title and data source

Use the fields shown at the top of the setup screen to enter a title for your report and
indicate whether you are building it for just the selected volunteers or "All Volunteers in
Grid." If you select the latter, it will print or export all data in the current data grid
regardless of whether or not said data is viewable. In other words, if your grid results show
400 volunteers but you can only see amaximum of 100, the report will still run on all 400.
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Volunteer Data Grid Report

Elease select parameters for report
Print f All records from grid
{* Only the selected records St&p 2

Report Title: |‘-.-f|:| lunteers

Caolumn Labels: Last Name ILast MName
First Name IFirst Mame St‘Ep 3
Day Phone IDa',.r Phone

Flaced With Opp IPIa:Ed With Opp

Email Address IErnaiI Address

Feport Format: I.-':'-.Ijl:le Acrobat (*.pdf) 'I I St‘Ep 4

r Wrap text

Orientation: @ [] Portrait
™ [Y Landscape

oK Cancel

Step #3: Change column headers

You can change the headers that will appear in your printout or export file. This is usually
done when you are exporting records to another software application that may require
specific column titles before it will recognize data.

Step #4: Selecting your output

The pull down at the bottom of the screen allows you to indicate whether the data grid
report will generate a .pdf file or a tab-delimited text (.txt) file. For this exercise, we will use
the text (.txt) output option.

Note: Your computer will need to have a spreadsheet software for the next task to work
(i.e., Open Office Spreadsheet, Microsoft Excel, etc.).

Step #5: Generate the text file
Click "OK."

A file will be downloaded to your computer. If you have any kind of pop-up blocking or
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other protective software running on your computer, you might receive a warning. When
the file is ready for viewing, you will be given the option to "Open" or "Save" it. While you
could save the file and then open it in another software application, we will show you how
eagsy it is to work directly with text files.

Go ahead and click the “Open” button.

x

Do you want to open or save this file?

3 Mame: Volunteers, bt
J Type: TextDocument, 27.6KB
From: 72.253.71.52

—*  (pen Save | Cancel

harm your computer. f you do not tust the source, do not open or

|§] While files from the Intemet can be useful, some files can potentialhy
save this file. What s the rghk?

Step #6: Select and copy the data

e
[ LT -
Setmml GragbAr [ur | gres 1 FIRST molertics, Radford 5 winl ek Paie —
R 3 “Lal A1) cmaly
wasal Wpm Baie [aprdd 13, ‘0B
. WL EF - Besd Afredd dsesicd ‘W
sl Baadird Tar B i ifese Bdading G0ckofd
kb i sk bu w0 Ty Sohoed-Bnading Tukors  Geest Bwaders For Ghe N obress Gnsdieg @ickofd, woaraive ¥iddie schoal Beadirg Telers
1L wREA EF - kD% 0%
Maana el HLME Sibog b Beadiveg Tulers  Samrabed w10dle Sobes)-Raedlag Tellifd
WRIAERY £F - kD%, OF
mEEAERY §F - AD%A, 0%
" Gamst Bwadars Tor Bhe doirese Beading G8ckofd
Durrid
e il gy Briad il Woaralek Widdbe Schonlbeading Telors mownslue ¥iddle 3hool-leading Tetors
e ada-Lda A emadt 1
e ita  Lr ) g
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In the window that appears, do the following:

e Press “Ctrl + A” to SELECT ALL data in the window. All text should now be highlighted.
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e Press “Ctrl + C” to COPY ALL data to your computer’s clipboard.
Step #7: Paste the data in to a spreadsheet

e Open your spreadsheet software
e Select the first cell (cell A1)
e Press “Ctrl + V" to PASTE ALL data

All of your data will paste into the separate rows and columns in the spreadsheet. You can
then use your spreadsheet’'s formatting options to change column width, change the cell
background color, etc.
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10.2  Reporting Practice

P

Practice

Practice Instructions:

1. Select a volunteer in the grid

2. Select a report

3. Customize the report options

4. Create a spreadsheet with the information from your report (Hint: data grid report)
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10.3  Reporting Review

R

Review

My Personal Review:

1. What two ways can you enter the reporting function?

2. What format do you use to export the data to use in another program?

Answer Key:

1. From the “Report All” menu, or clicking the “Reports” button
2. "txt” or “text” format
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11 Conclusion

Congratulations!
You have completed the training on the Samaritan Technologies volunteer management system.
At this point, you should be able to perform the following tasks:

1. Data Entry: enter information for organization, opportunities, volunteers and clients into the
database

. Finding Data: grids and searches will help you sort through your data

. Communication: post your opportunities online and email your volunteers

. Matching: connect volunteers and clients with opportunities

. Log books: collect hours and other information after service has been rendered

. Reports: create reports based on the log books

O wWN

Please note that this manual is designed to speak to a broader audience. Therefore, the terms you
encounter throughout the course of this training will be the generic, or system default terms. For
example, some of our customers prefer the term "participant” over "volunteer." Others may
substitute "refer" and "place" with "request” and "assign." Due to the customizable nature of the
system, trainers must help students identify the differences, and appropriate their dialogue
accordingly. You may see items in this training that you have elected to turn off in your own
system.

If you have any questions, comments, feedback or require any other assistance, please contact:
Samaritan Technologies Customer Support*

Phone: 888-904-6060 option 4
Email: support@samaritan.com

*Office hours are Monday through Friday, 8:00 am-5:00 pm Mountain Time (Mountain Time Zone
observes Daylight Saving Time).

This training has covered the basics for the eCoordinator and eRecruiter systems. However, the
system includes additional functionality that you can learn more about in the User's Manual, as
accessed from the Menu> Help> Help file. These include Sign-In, the Approver's System,
Automatic Email Alerts, User Defined Fields, and Surveys, among others.
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12 Glossary

A

account: A summarization of database records in the form of volunteers, opportunities, and
organizations. These records define a relationship and show how one affects another.

active (status): Referring to the status of buttons or tabs that have black titles or are in color, are
accessible when in this state. If buttons are active, the title will be in a black font. If tabs are active,
they will be in full color. Please refer to inactive (status) when either buttons or tabs appear to be
grayed-out.

address book (sharing): Account(s) to which you want to share your volunteers, opportunities, or
organizations. This function can be accessed through the "Share" button on the left of your screen
or from the "Tools" drop down selection called "Share Records" on the menu bar. You must know
the exact name of the organization that you want to share to/with.

attribute(s): A characteristic associated with volunteers, opportunities, or organizations. Attributes
may be User Defined Fields. They are used to associate special characteristics with volunteers,
opportunities, or organizations. For example, the opportunity of "assistant" will differ depending
where the opportunity is being performed. A hospital might require an "assistant” to be immunized,
while an elementary school might require an "assistant" to pass a drug and criminal background
check.

B/C

bcc: Blind carbon copy; sending a copy to another/other recipient(s) in addition to the original
recipient. None of the recipients will know who else received copies of the email because the list of
email addresses is not seen by the other recipients.

cc: Carbon copy; sending a copy to another/other recipient(s) in addition to the original recipient.
All recipients will know who else received the email because a list of email addresses is listed.

client: Clients are the individuals who are receiving the service provided by the volunteers. Clients
generally apply for help. If you assist clients and track their information, it would be worthwhile
doing it in eCoordinator.

comment (UDF Group Component): An administrator may choose to use as few as one
character on one row up to 50 characters that span over 50 rows. Many customers choose to use
this UDF type to give instruction for another UDF. Users will see their work displayed in the work
areas of any of the three tabs and then clicking the "Edit" button.

creator info (logged data): The person who created the entry. This data can be accessed through
clicking the "Log Book" button and then the "Grid Settings" button.

customize: To make or alter to requested specifications.

D
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data grid: The first screen that is displayed after clicking on any of the three tabs.

date (UDF Group Component): A type of User Defined Field created and used to collect date
information on any of the profiles.
default: A setting that remains in effect until changed.

details mode: This mode displays a detailed grid of volunteers, opportunities, and organizations.
This grid function is accessible through all three tabs and then clicking the "Log Book" button.

divider (UDF Group Component): A type of User Defined Field. A user may place a divider (a title
with a horizontal rule) so groups of information will be easier to identify and read. Users will see
their work displayed in the work areas of any of the three tabs and then clicking the "Edit" button.

drop-down boxes: Selections attached to the menu bar that runs along the top of the bar to help
you navigate through eCoordinator™.

drop-down list (UDF Group Component): A type of User Defined Field. A user may add
numerous choices for the user to select from and choose to make it a required. The user also has
the option of making a default selection available. Users will see their work displayed in the work
areas of any of the three tabs and then clicking the "Edit" button.

E

eCoordinator™ email: A way of communicating with volunteers (Volunteers tab), opportunity
contacts (Opportunities tab), and organization contacts (Organization tab) through one program.

email (button): Located on the left-side of your eCoordinator™ screen. This button is accessible
from any of the three tabs.

email mail merge field: A Mail Merge Field that has the word "email" in it. Only this type of Mail
Merge Field can be inserted into the "To", "From", "Cc", and "Bcc" fields.

exclamation point (icon): This icon means that another agency has transferred an opportunity
that contains attributes (refer to attributes) that your organization does not currently use.

export/exporting (reports): To save data in a form that another program can read. This function
can be accessed through the "Reports” button on the left side of your screen or through the
"Report All" selection on the menu bar.

F

folder(s) (icon): Just like the folders on your desktop, our folders help you keep track of different
groups. Folders can be created, edited, and deleted from the Folder Manager.

folder manager (button): Allows users to create, edit, and delete folders. The folder manager can
be accessed from any of the three tabs and it is located on the left side of your main information
screen.

from (field): This field is accessible from the "Email prior to being initialized, the default email
address is the email address of the account administrator that was setup from the "Account” menu
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bar, then selecting "Change User Information”. This can be changed by typing in a different email
address and then sending an email while using this address.

G/H/1/J/K/L

green (right-pointing) arrow: Part of "Folder Manager", clicking this arrow will copy selected
records to a folder.

hypertext link/hyperlink: A link to another location or file. It is activated by clicking on the
highlighted word at a particular location on the screen.

inactive (status): Referring to the status of buttons or tabs that are grayed-out (or inactive), are
inaccessible when in this state. If a button is inactive, check that only one record has been
selected to be modified.

Intelli-Match: Please refer to profile matching.

log book: Is where we keep all of the information that we gather from volunteers and members of
groups we may have created with our opportunities.

log out: Accessed from the menu bar, this action will log you out of the eCoordinator™ system
and direct you to the login screen (or the URL of your choice).

logged data: Is data that can be tracked for later use. You can search for logged data with criteria
from any of the three tabs and then clicking on the “Log Book” button. After clicking on the “Log
Book” button and then selecting only the selected, all in the grid, or all in the account, click on the
“Grid Settings” button to select the criteria. You can even save the grid for later use.

long text (UDF Group Component): A type of User Defined Field. A volunteer may want to enter
a paragraph or two about an experience. The maximum number of characters a volunteer can type
in this space is 2,500 characters. Users will see their work displayed in the work areas of any of
the three tabs and then clicking the "Edit" button. Be aware that if you choose to use this UDF
type, you will not be able to display it in the data grid, search for strings within it, nor print it out in
reports.

M

mail merge field: Fields that can be inserted when using Email. These fields allow an
administrator to automatically personalize large or small batches of emails. The Mail Merge Fields
are accessible through "Email" and differ depending on the tab that the user is working from.

main information screen: The screen that displays the menu bar, all three tabs, buttons, and the
folder manager.

menu bar: Runs along the top of your screen to help you navigate through eCoordinator™.

modifiable: Many of our screens and elements are now modifiable. Please contact a Customer
Service to find out how we can better serve you.

move left (button): Used to move item(s) to the left. This button can be accessed when
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customizing grid settings and log book grid settings, or selecting functions: refer/place, scheduling,
and sharing.

move right (button): Used to move item(s) to the right. This button can be accessed when
customizing grid settings and log book grid settings, or selecting functions: refer/place, scheduling,
and sharing.

N

named search: Please refer to Search System (button).

new (icon): This icon is a notification reminder that the organization has received a volunteer,
opportunity, or organization. It will appear on the data grid of the associating tab after the newly
shared records notification has been displayed. This icon will disappear when the volunteer,
opportunity, or organization is edited.

newly shared records (notification): This button can appear on any of the three tabs. If the
button appears, you will see it between the "Unselect All" and "Folder Manager" buttons. Click on
the button and a dialog box will display to let you know which volunteers, opportunities, or
organizations were shared with you and who shared them with you. This notification can only be
seen if your account is shared with other organizations.

number (UDF component): A type of User Defined Field created and used for the purpose of
collecting data that is strictly numerical in value.

@)

opportunity: Service or activity that hasn't been performed yet. Opportunities are owned by
Organizations. An opportunity can be scheduled by an account user. An account user can also
match volunteers to opportunities or opportunities to volunteers using "Intelli-Match". Words that
your organization might use instead of "opportunity": activities, events, jobs, positions, services,
tasks, things to do, or work.

Opportunity tab: The place where you can create, edit, delete, schedule, report on, refer/place,
log, email, and share opportunities. A user can also access the menu bar, saved grids, and named
searches from this screen.

Organization(s): Words that your school might use instead of "organization": association,
business, community, employer, establishment, non-governmental organization (NGO), non-profit
organization (NPO), or organization.

Organization tab: The place where you can create, edit, delete, report on, refer/place, log, email,
and share organizations. A user can also access the menu bar, saved grids, and named searches
from this screen.

ownership: Volunteers cannot be owned by opportunities or organizations. Opportunities are
owned by Organizations. Organizations own Opportunities.

P/Q
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password: Must be at least six characters and the characters are case-sensitive. Also, although
the password is not required to be unique, we discourage users and volunteers from creating easy
passwords such as a person’'s name, phone number, or date of birth because this information may
be capable of being guessed by others.

place/placement: Describes three types of placements (not temporary): 1) an opportunity to a
volunteer; 2) a volunteer to an opportunity; 3) a volunteer to a organization. These actions are
performed by the account administrator. The "Refer/Place" button can be accessed from all 3 tabs.

profile: A record of a volunteer, opportunity, or an organizaton. Synonymous with record.

profile matching: Accessed from eRecruiter using your web browser, a volunteer can select the
hypertext link called “Search Opportunities that Match My Profile” to see matches that match his/
her profile. These matches are based on opportunities that have two or more traits in common with
your volunteer profile.

profile screen: A common reference term referring to the screen with the gray tabs. This is also
called the work area. This screen can be accessed by going to any one of the three tabs and then
clicking "Edit."

R

record: A profile of a volunteer, opportunity, or a organization. Synonymous with profile.

eRecruiter™: An online volunteer recruitment tool that maximizes the potential of your existing
website and minimizes data re-entry. Customized to match an organizations web graphics,
eRecruiter™ enables volunteers to submit registration information and search for opportunities
matching their profiles.

recycle bin (icon): An icon meaning "delete". This icon can be found on the "Attachments" portion
of the "Email" screen when an attachment has already been attached and on the scheduling
screen when a calendar is displayed.

red (left-pointing) arrow: Part of "Folder Manager", clicking this arrow will remove selected
records from a folder.

referral: Describes three types of temporary placements: 1) an opportunity to a volunteer; 2) a
volunteer to an opportunity; 3) a volunteer to an organization. These actions are performed by the
account administrator (or a Team Leader if the functionality has been enabled). The "Refer/Place"
button can be accessed from all 3 tabs.

Refer/Place (button): Please refer to Refer and Place/Placement.
reports (button): Viewed only by Adobe's Acrobat Reader, there are several reports from each tab
to choose from. Reports can be accessed through the menu bar or from a button on the left side of

your screen. Please see Reports for more information.

right-click: This refers to clicking the right button on the mouse and releasing it. In Microsoft
Windows, the right mouse button lets you view the properties of a file, folder or other object.
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S

Samaritan Customer Service: Can be reached toll-free at (888) 904-6060 x 208 or by email at
support@samaritan.com. Please contact a Customer Service if you need more information about
eCoordinator™.

schedules/scheduling: An action accessed from the Calendar button. Allows creation of schedule
slots for opportunities.

screens with the gray tabs: A common reference term referring to the profile screen. This is also
called the work area. This screen can be accessed by going to any one of the three tabs and then
clicking "Edit".

Search System (button): A search that allows the user to create searches with up to five (5)
criteria and then save the search as a "Named Search." This button is accessed through the main
window of all three (3) tabs (i.e. Volunteers, Opportunities, and Organizations).

secure logo: A logo that is secured by secure sockets layer (SSL). This ensures secure transport
of your logo between your web site and your browser. The point is to have secure transport of all
transactions made between your web site and browser. If everything is secure, you'll see an icon
of a lock on the bottom right of your screen. If your logo is not secure, a warning message will
display that reads, “This page contains both secure and non-secure items. Do you want to display
the non-secure items?” If your organization requires assistance with this, please contact a
Customer Service to help your organization do this.

Select All (button): When clicked, this action will select all from the current data grid. If your grid
settings are set to display only 15 records per page, then only 15 records will be selected when
clicking "Select All".

Share Records (button)/sharing records: An action that allows one organization to share
volunteer or opportunity records with another organization. In order for two or more organization to
share, they must know each others’ account names. The account names must be entered exactly
as they appear in the title field of the other Organization's account.

short-text (UDF Group Component): A type of User Defined Field. A volunteer may want to enter
a sentence or two about an experience. The maximum number of characters a volunteer can type
in this space is 255 characters. Users will see their work displayed in the work areas of any of the

three tabs and then clicking the "Edit" button.

Sign-In (feature): This feature is disabled until you ask to have it enabled. The Sign-In feature
allows volunteers and coordinators to sign-in/out from the location that the service was performed.
The “Sign-In Setup Options” can be accessed from the “Tools” menu bar and then choosing “Sign-
In Setup Options”.

Sign-In access: Access is granted to volunteers and coordinators to sign-in/out of the stations as
needed. This is based on station location. Volunteers and coordinators may only sign-in/out of
stations that they have access to.

Sign-In stations: Stations or kiosks that volunteers and coordinators to sign-in/out of as they
perform service. Sign-In stations are specific to the schedule slots of opportunities.
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standalone accounts: Accounts that are neither shared nor depend on other accounts.

summary mode: This mode displays a simple grid of volunteers, opportunities, and organizations.
This grid function is accessible through all three tabs and then clicking the "Log Book" button.

survey group: Is a group of people from whom you want to gather information. This feature is
disabled by default. If you'd like to access it, please contact us.

surveys: Are setup through the Opportunities tab and is associated with a specific opportunity.

T/U

“three tabs": A common reference term used throughout the manual, it refers to the Volunteers,
Opportunities, and Organizations tabs.
time (UDF Group Component): A type of User Defined Field.

un-refer (button): Action taken to remove a referral placed on an opportunity or a volunteer. This
button can be accessed from either the "Opportunity Placement" or "Volunteer Placement”
windows after clicking the "Refer/Place" button that is an option on all three tabs (i.e. Volunteers,
Opportunities, and Organizations).

uniform resource locator (URL): An internet address (for example, http://www.samaritan.com)

Unselect All (button): When clicked, this action will deselect all from the current data grid. If your
grid settings are set to display only 15 records per page, then only 15 records will be de-selected
when clicking "Unselect All".

User Defined Field (UDF): A tab in the work area of all three tabs. This tab allows a user to gather
data about each volunteer, opportunity, or organization that our fields don'’t allow. As part of the
process of moving through the tabs in the work area, the user can require a (potential) volunteer to
answer specific questions. There are eight (8) types of fields that users can set up to gather
information.

user ID: A unique username with at least six characters.

VIWI/IXIYIZ

Volunteer(s): People who perform or offers to perform a service voluntarily. Volunteers are not
owned by opportunities nor organizations, but can be scheduled to opportunities. An account user
can also match volunteers to opportunities or opportunities to volunteers using "Intelli-Match".
Words that your organization might use instead of "volunteer": assistant, charitable worker,
employee, helper, service worker, or worker.

Volunteer tab: The place where you can create, edit, delete, report on, refer/place, log, and email
volunteers. A user can also access the menu bar, saved grids, and named searches from this
screen.

work area: A common reference term referring to the screen with the gray tabs. This is also called
the profile screen. This screen can be accessed by going to any one of the three tabs and then
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clicking "Edit".

“X” (Windows button): Clicking this button instead of clicking "OK", "Next", or "Finish" will cause
you to lose any data that was just entered. Always use the buttons within eCoordinator™ to
navigate through the software.
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