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Part 1 -Volunteer Management Guidelines

Volunteers should:
be registered in the Volunteer Management System
be given ajob description
sign the Volunteer Agreement form
complete any other paperwork that may be required for their position (e.g. Police
Check, Working With Children Certificate etc.)

Note: Dueto the requirements of the Privacy Act, not everyone is entitled to access the
Volunteer Management System.

Contact the Victorian Volunteer Coordinator a THQ for:
access to the Volunteer Management System
clarification of any volunteer management issues and requirements.

Volunteer Management System applications
Allows you to:
- maintain arecord of volunteers
search for available volunteers to post to a position
post volunteersto positions
view each volunteer’s history (where they volunteered, what duties they
performed, who their manager was and when they held these positions)
view the date of a volunteer’s Police Check or Working With Children certificate
track the number of volunteers and their duties
maintain volunteer records for Territory tracking and insurance purposes.

© The Salvation Army
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Part 2 - Using the Volunteer Management System

Introduction

How to use this section

This guide has been designed to be accessible by tasks. For example, everything to do with
managing volunteersis in one section, called Managing Volunteers, while everything to with
positions is under Managing Positions.

Under each task topic, there are three sections:
- Overview. tells you the purpose of the task and some examples of why you would
want to useiit.
What you need: lists anything you need to have with you or to have done before you
can complete the task. Not all tasks have this.
Instructions: step-by-step what to do with pictures.

If you are unable to find the exact topic you are looking for, there is a section towardsthe end
to point you in the right direction, called Howdo I...

Conventions used in this guide
Field names
Field names are always in italics.

Using the keyboard

The names of keysreferred to in these instructions are always wrapped in square brackets.
For example, if you are typing something into afield and you are required to press the Enter
key, the instruction will be like this:

Type the volunteer’s occupation in the Occupation field and then press [Enter].

Using the mouse

There are many instructions in the guide where you will be required to click something on the
screen with your mouse. Always assume it is the left mouse button unless instructed
otherwise.

Buttons
Button names are always in square brackets.

For example, the instruction to click this button will be like this:
Click [Log In].
Links
Hyperlinks are always referred to in bold. The instruction to click the Volunteer Management

link on the AUSWeb page will be like this:

Click Volunteer M anagement.

© The Salvation Army
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Tick boxes
Tick boxes are referred to in italics.

Scrolling
Some screens in the Volunteer Management System are long. Use the scroll bar on the right
to move up and down the screen.

[ =14

==

<

~—+. Click to move up the screen.

Click, hold and move the mouse to
move up and down the screen.

}G Click to move down the screen.

© The Salvation Army
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Getting started

Logging in
The Volunteer Management System is accessed from a web browser, such as Internet
Explorer.

Follow the steps below to start the Volunteer Management System:

Step | Action
1 Double-click the Internet Explorer icon on the desktop.
2 In the address bar, type “http://ausweb” and then press [Enter].
= The Salvation srmes - Windows |nternet Explarer
- @ T dl T ;
[ TR ck e

A Bt Salvatian ey |
(e T N L T P T ) e v

3 On the AUSWeb welcome page, click Volunteer M anagement.

APPLLCATLLIOM Lkt
Calein Aress (il evaory Clhek imoi el
Trivwnlien
PR Tate: ol selections
Plenme | Crnmia Tnikes
Pubilic: Hiwris e up
17 Byl
ARE
Tleles Tonik -
SANTE
SAMTE Tiemmyg
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Step

Action

4

On the Volunteer Management login screen, type your User Name and Password and
then click [Log In].

Notes:
If you use a computer that others have access to, make sure that the
Remember me next time box is not ticked.
If you have forgotten your password, see Recovering a forgotten password
for instructions.

| ol VOLUNTEER MANAGEMENT

| 11| L
s )

Flease Log In:

User Hame: | cendre manager

Pagsword: S8 4840
[(Iremember me next time.

Eoroot your passwond?

5 The Volunteer Management System main screen displays. Any volunteers attached
to your centre who have not been allocated to positions are listed at the bottom of the
screen.

VOLUNTEER MANAGEMENT SYSTEM
Walc o contre mesnmsger | ogou]
) YourCenre Changs
B manags Valuniasrs
B Voluntedr Recruitimant Poal
e
2 My Profils
= Voluiser User Gude
= Downiosd Agesment
= Warkingwih Chilren
= QHS Confiacie & Visior Salely
= OHSinTsA
Wolunteers nol allocated 10 positions
FirstNamea LastHame Phone SkillsHobhies
Haora Emracls 03 958 1200
Bio Baggins 03 966 X Explonng end raedng
Page 6 Austr(gi;—r;ﬁ\érfg%ﬁgrz
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Recovering a forgotten password
Follow the steps below if you have forgotten your password:

Step | Action
1 On the Volunteer Management login screen, click Forgot your password?
Flease Log In:
Uiner Moasme:
Password:
[l ramambar ma nact tmas.
Eargot vour pagsword?
[ Lagh
2 Type your user name and press [ Submit].
The HEXY passwond will be smailed fo you
Pigase input l.mr
|- Sibmit  |[) Cancsl ]
3 Check your email and when the password arrives, click Login to return to the login
screen.
A WY P ssvean Baen Decn st b ooy eranl, aease
chesck v sieail sus,
fu?realisaalggﬂ%nerﬁr?gritory Page 7
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Recruiting and Managing Volunteers

Adding volunteers

Overview

Use these instructions to manually add a volunteer to the system. Y ou would do this if a new
volunteer who does not have access to the internet has either phoned or come into the centre
offering their services.

What you need
Before you can add a new volunteer you need:
to have logged into the system
have information about the volunteer to hand

any other paperwork that may be required. (Refer to the Volunteer Management
Guidelines.)

Instructions
Follow the steps below to manually add a new volunteer to the system:

Step | Action
1 In the left hand menu, click Manage Volunteers.
Vabunteer
Management System
T Woluntesr ser Guid
T Download Agreement
= OHS Contr Visitar
T OHSinTSA

Page 8 Austr(gi;—r;ﬁ\érfg%ﬁgrz
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Step | Action

2 In the left hand menu, under Manage Volunteers, click Volunteers.

VOLUNTEER MAN

e Lar et
(EI Your Cemtre Changa

@ Manage Yolunleers
a I IlIlIIl-

* Matching

8 Vaolunteer Recroibment Pool

The Volunteer Current List screen displays.

3 Under Volunteers, click Add.

THE o

) VOLUNTEER MANAGEMENT SYSTEM

Welcome cenbre.manager Loggut &
()} Your Cantre  Chamge Valuntesr Current List
B sanage Woluntears S s
bt Lash Masma:
3 Gau o S ".I:Ihmdaaumuurq subuita?
e L af i Senai ch mulple Subuiie - il ilem sepaalid by o comma
» History List (B T R AN T AT P VA
Pestcode:
® Expors it5 iarch multipls postcodes - lal thim digastid by s comma)
B Fositions State v
* Matching =k
Avadably: ) Wheekday [ Weekend LI Wk Hows (] Afer Hore
B volunteer Recruitmant fool i
Key waords
Saanch

8 Teby Profile
fote To edit, refom 0 pool and dolede, Click Endit
Note: To edit. retn 1o pool and delere, Click Edir

The Add a Volunteer screen displays.

© The Salvation Army
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Step | Action

4 Complete the fields on the Add a Volunteer screen as required.

Hints:
Fields with an asterisk (*) must be completed.
Dates must bein DD/MM/YYYY format, for example, to enter the 23" of
June 1959, type 23/06/1959. Y ou can also click 2 to use the calendar.
If the new volunteer is at the centre, click Agreement to open a copy of the
Volunteer Agreement that you can print and get them to sign.
Scroll down to see dl the fields.

VOLUNTEER MANAGEMENT SYSTEM

T ¥ ons ane Bwsess Blana o Vohinissrs = Vot > Add ]
) YourCentre Changs Add a voluntser
Pemanal information
B mMaasgs Valuntamrs Firat Mame * Biilteo
B Voluntedrs M &
R Lasd Name Bm;!mg
» Currant List Title = K
= Histery List Gander = hlala -
" Expart Sireet Address * 56 Hobbit \Wmy
B Positions Subuwb * Croydon Lowes
* Matching Pasteoda * 3136
B Voluntsar Racruitmant Foal r
Hlate VIC =
Date of birth 13708/ B iyl
Daytame Phone * 07 9564 302
Mokile
Dwrver's Licence
Emad
Userilare
Pazsword
Velumteer Infarmaricn
Occupalion Escplarer and travallar
Cluakic atns MBS BSc DgpEd
Skl Exglonng and travelling
Wedical Conditions
Emeigency Name * Frodo Baggns
© The Salvation Army
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Step | Action
5 When you have finished:
If you have a signed Volunteer Agreement and a position for the volunteer to
fill, click [Add to Centre].
Otherwise, click [Add to Pool].
Passward
Voluntear Information
Dcoupation Exgiorer and traalicr
1l 3tk r.qm BSc, DpEd
Shills Esploing and travelling
Medical Canditione
Emergency Mame * Frodo Baggens
Emmgency Mumber * mgazm k] 1'
Rafaes Harme 01 ° John Tolkeen
Rafores Mumbsr 01° | 0aa 387 654
Fiefisres Harns 02 [Gaange Gangalf
Referes Hurnber 02 (477 951 783
Availabie
Dayw (choope @l that |:|l.l.l'.||.|:rhy ] Wissdand
“eli ]
Tirna (choose ol Bt spold) 7wk Houre [T A Haoes
Date stered at this contra | | 8 iy
Agrem to police check ® 3] (4 pokoe secord does. sl secessarly ek ye Yo sikinising)
g::;fxliu Cheek Elﬂi"ﬂﬂ'm‘fl
Date of Worki s
i Bisrmy
dgreernman Signed? = [7]
| AddtaPeand | [) Caneal
6 The Volunteer Current List redisplays, and if you chose to add the new volunteer to
your centre, they will be displayed in the list.
] -I.".-..'r Fy o o e < . F o g
T :" VOLUNITEER MANAGEMEN] SYSTEM
Woa e here  Manags Wolenteers = Yolunieems = Curend st >
& Your Centre  Change Volunteer Surrent List
B mMasnsge Voluntesrs Firmt Neme: [ _I
8 wvoluntesrs L=t Flame: |
gl Suburt. ' _ | Clinclude surrpinding sububa?
* Current List [13] (1o search rmaltiphe suburbs - st them separaied by 8 comma)
® History List ; | """""""""""""""""""" 1
* Export e {0 semch multple posteodes - Tt sepaaied by 5 oomma}
B Fositions Sitata: B
s Matching ; ¥
& Wolunteer Recroftment Pool e E.___ _’__D_.._._____EWE‘_“_P_'!‘!.H?‘"
Ky woads: | |
Saach
Mefe To edlt, reurn fo pood aod delers, Chck Edit
ailame LasiHame Phone Oceuspation (rantifications ShilluHobbies  Positias
13 Gahd ApSgrer and plamy and
Bl Baggns 5, travaller VELA Bz, INED g w
Noa  Bamacle o' Homedubes e Edt
Note: To edl, retoen fo ponl and delets, Chck Edy
fuggisgggﬂ%nerﬁr:gritory Page 11
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Viewing a volunteer’s information
Overview
Use these instructions if you just want to look at avolunteer’s information. Examples of why
you would do this include:
getting a volunteer’ s phone number
finding out when a police check was completed
viewing the volunteer’s position history.

Remember that you cannot change anything here. If you want to make changes, see Updating
volunteer data on page 8.

Instructions
Follow the steps below to view a volunteer’s information.

Step | Action

1 In the left hand menu click M anage Volunteer s and then Volunteers.

[l VOLUNTEER MANAG

S AL AR 1)

I visicams conus manager Lagout [ ras e bevn i Masmage Voluninem »
@ Your Centre  Changg

8 Manmage Volinbteers
a

¥nlunteers

& Matching

& Vplunieer Recruitment Fool

The Volunteer Current List displays the volunteers for your centre.

2 Can you see the name of the volunteer to view in the list?

Yes—go to step 4.
No — go to the next step.

3 On the Volunteer Current List screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.

& ]
=i} A
( Barnacs
[linglude surrounding suburba?
m (L0 BEarch mullipe suburpa « Ugt e m IapeiFied O 8 Comma
Posicode
T
Sate El

Hormilable: [I'Waakday [ T'Waakand [1'Work Hours C1afier Hours

e To el /i fa ool and dedare, Chick Edil

The screen lists the names of all matching volunteers.

© The Salvation Army
Page 1 2 Australia Southern Territory

Information Technology Services




Volunteer Management Manual

Step | Action
4 On the Volunteer Current List screen, click the name of the volunteer who you want
to view.
Alate Tao welit, reairacar dev prcnd senf ofwlatm, Ciich Fafii
CirmiM e | ot Heens | g [EETRT Dhezap il Al T zsal vz EhillssHubhisa  Mimilion
HilE-a Zage 3 ?:;I:a_,r"": :‘ITFI:;:‘:I =i MBA, 28z Jpd '?‘II"I:] e BT
=amach 13 13e< Hrneue clul g Co s sted b e . ko
’ 1202 ’ - szheal —
B To edit, return 1o pool amd delets, Click Cdit
5 Scroll down to see the information that you need. If you want to see the volunteer’s
position history, click Position History.
When you have finished, click [Go Back].
D mtmrted ad thi=m cantre
Ageee to polce check *
D of Polece Check LR ]
Certificate
Cimte of Wiorking wath QBT 2002
Cheldren Cestificate
ﬂ;_ﬂﬂumnl .thnpd‘l‘ .
Position L
fu?realisaalg(?ﬂ%r;r??;ritory Page 13
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Updating volunteer data
Overview
Use these instructions to update a volunteer’s information. Examples of when you would do
this include:
if avolunteer has moved or changed their contact details
the results of a police check have been received
the volunteer has areturned a signed agreement.

What you need
Before you can add a new volunteer you need:
to have logged into the system
have the necessary information about the volunteer to hand.

Instructions
Follow the steps below to update a volunteer’s information.

Step | Action

1 In the left hand menu, click M anage Volunteers and then Volunteers.

I W i VR o L G e sae bern Masags Voluninem > |
@ Your Centre  Changg

8 Manmage Volinbteers
a

¥nlunteers

& Matching

& Vplunieer Recruitment Fool

The Volunteer Current List displays the volunteers for your centre.

2 Can you see the name of the volunteer to updatein the list?

Yes—go to step 4.
No — go to the next step.

© The Salvation Army
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Step | Action

3 On the Volunteer Current List screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.

n 1w mve here;  Manape Vakomisers > Vilimeesss > Carrent List =

Wolunteer

( Fir=a Name Hora
Last Hamne B_a-nacl-.-
SUBTT— [ingluds surrounding suburka?
R (to search multipin suburba « gt them sepamted By 8 comms
Postcode - -
osearch muliiple posteades - k= them soparsied by 8 comma))
State E

Hormilable: [I'Waakday [ T'Waakand [1'Work Hours C1afier Hours

whe T edlill retuim 00 Doof and defete, Click Edit

The screen lists the names of all matching volunteers.

4 On the Volunteer Current List screen, click Edit next to the volunteer to update.

siccoch

Pl T walfid, rwicnena P g e debaim, Click Foif

Eirstarme LastHame Fhons Oocupation Qualifications Skilled lobbiss Fositiong
[KISTH| =arvcmwzhe OF HER Y —arecalues Do alebed cch el
Panfe: Proorafil, rvsienena fo penaeel snend ovefede, Chick it

The Edit Volunteer screen displays information already on the system about this
volunteer.

5 Update the information as required and when you have finished click [Save].

LG SITed @ s Candia D ety

Agica to polics chack ® 5] a4 golge recsdd 90es ngr necesaariy sskios yis Von splrisig)

Dals of Folca Chack 0B NZ00S - !
Catificaia :.dmrmuww.
Dt of Wharking walh 0B 1 vz 005 31ﬂwm.ww;

Chaldren Cestificate
Amopmen] Sqned? 7]

[ Sew |} Camel |

| Retum thes volunteer o poed | | Didete Thes Voluntesr |

Hate: It can be delelad when no job desiption under P oesiion Lisi

Position List ( Posiion History )

The Volunteer Current List redisplays.

© The Salvation Army
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Removing a volunteer from the centre list

Overview

Use these instructions to remove a volunteer from your centre’s list of volunteers. Y ou would
remove a volunteer from your centre'slist if they are unable to work for your centre or are no
longer required.

Note that volunteers are never permanently removed from the database — they are added to
the History List in case we need to contact them in the future. Volunteers removed from your
centre’s list may be returned to the Recruitment Pool.

Instructions
Follow the steps below to remove a volunteer.

Step | Action

1 In the left hand menu click M anage Volunteers and then Volunteers.

[l VOLUNTEER MANAG

(sMprY )

[ #eicore conne manager Lagan [ ras e bevn i Masmage Voluninem »
{i} Your Centre  Changg

8 Manmage Volinbteers

& Matching

& Vplunieer Recruitment Fool

The Volunteer Current List displays the volunteers for your centre.

2 Can you see the name of the volunteer to updatein the list?

Yes—go to step 4.
No — go to the next step.

3 On the Volunteer Current List screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.

Valuntesr Current List

First Marm ==
Lasi Masme: o]
Saubut [ include surownding suburts?
(el ] s
Pescode
BAFER MialeE poale o it 1h S parmed by & comml
Hate b
Avalable [l weskday [ Weakend [ Wark Hows [ Aftes Hours

=

Undc- T acflf retaen i el aned dolofe Click Foll

The screen lists the names of all matching volunteers.

© The Salvation Army
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Step | Action
4 On the Volunteer Current List screen, click Edit next to the volunteer to remove.
-.-_-:“_i'n mafil, renem bo pool and dedsre, Chick St
Eirnitorme LasHams  Phons Dcoupation Ehanlifi cariom ZkilisiHohbios  Positions
Bilba Baggins EE;;E" ﬁ;"‘;ﬁ': a yEs, BEc, Diped ﬁfﬁ'ﬁ:,:;? s Edit
Bug  Bamock Egéim Mo dutiess '::Im'“d N Edit
Joi Hendiix [:1%5']-5 Guitanat HSC ;:;":;:ﬂl 'l':ul
varg, To advl, Fafurn 10 pool and dedare, Chick £l
5 On the Edit Volunteer screen, scroll down to the Position List.
Isthe volunteer currently filling any positions?
No —go to the step 8.
Y es—go to the next step.
6 Remove the volunteer from all positions that they are filling:
Click [Remove from this position].
Click [OK] to confirm.
E;ﬁnfa?:.ﬂ heck DRI B iddimmiyyy)
S g = vy
Agremrient Sagned? =
T Bawa F | Cambal |
Hote: it can be deleled when nao job dessiption under Position List
Position List ( Posibon History )
Contre ‘four Centre
Position Tile Gulanst
Job Diesscption Euslanst wanted lor the band
StarEnd Date
| Remuwe fiom this postion
© The Salvation Army
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Step | Action

7 Click [Delete This Volunteer].

1T o % il =] ¥Work Homre =] Aftes Hours:

Dot Staatod 28 this candre | 3p/0R2009 s | (e

Agpad to polica chack *  [F] (& polios recesd doas nor necessary sxoli0r sis Ve el
Dada of Polica Chack 0O 0S . [PR —————

Costificata X i

Crata af Wiorkdng willh Jqdd-'nh'nﬁ_f','ﬂ;

Chaldren Cestricate
-I‘:.;!pmpnl &gnpd'? . =

| Swe || Camcal |

| Return thes wolunteer lo p-:-u{ | I Delate Thes Volunteer |

HlE; 1 can e celelad whan i (20 destiption und

Position List ( Posion Histary )

A confirmation screen will display.

8 On the confirmation screen:
Type the reason you are removing this volunteer.
Click [Confirm].

Comter > Wolunbesrs > Curesol Lise >

Wolunteer Jmi Hendrix will be delsted

Flease enter a reagson:

| Condemn ||} Concé |

He is deceased |

9 The Volunteer Current List no longer displays the volunteer.
Pl Tra i, ewicnen fas enacel saerd debaie, Click Foie
FissiHuma | u=iHoma Flhiomw Chzmogralisrm Com liliezeli s AkillHekbing  Fosiliooe
Lt 1 s t;é""“ _r:::c :';’ e (LR TE P :;:a"i'n"; — il
[dara Damazla |1;UL;M T E G Lies ;:-I:I;::I-F-:Ih vt 1

fote: To edfr, rencim to pood snd delers, Chick Ealt

Page 18
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Returning volunteers to the recruitment pool

Overview

Use these instructions if you want to return a volunteer to the recruitment pool. Y ou would
want to do thisif your centre if there no available positions suited to the volunteer.

Instructions

Follow the steps below to return a volunteer to the recruitment pool.

Step | Action

1 In the left hand menu click M anage Volunteer s and then VVolunteers.

[ weicare cente.manager Logout ¥ e ke Mssags Volunioem = |

@ Your Centre  Changg

8 Manmage Volinbteers
a

¥nlunteers

& Matching

& Vplunieer Recruitment Fool

The Volunteer Current List displays the volunteers for your centre.

2 Can you see the name of the volunteer to updatein the list?

Yes—go to step 4.
No — go to the next step.

3 On the Volunteer Current List screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.

Valumteer Currend List
First Harmea =
Lasi Masme: o]
Saubut [ include surownding suburts?
o8 =0T i buirtes - fist tsare aeparated bya conming

Postcode

5 BeArch mulbehl poatcodee ot 1 geparmed by comma
Rlate i
Avalable [l weskday [ Weakend [ Wark Hows [ Aftes Hours

=

Undc- T acflf retaen i el aned dolofe Click Foll

The screen lists the names of all matching volunteers.
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Step | Action
4 On the Volunteer Current List screen, click Edit next to the volunteer to remove.
-..-._"-“?.1 mafil, renem bo pool and dedsre, Chick St
Eirnitorme LasHams  Phons Dcoupation Ehanlifi cariom ZkilisiHohbios  Positions
Bilba Baggins g;;?“" ﬁ:“;ﬁ;‘ ad  wEs, BEc, Diped ﬁfﬁ_‘ﬁ:,:;? s Edit
Bon  Bameck LU Homedues oo Nh Edit
Joi Hendiix [II:J.;:'H'; Guitanat HSC :::ml 'l':ul
varg, To advl, Fafurn 10 ool and dedare, Chick £l
5 On the Edit Volunteer screen, scroll down to the Position List.
Isthe volunteer currently filling any positions?
No —go to the step 8.
Y es—go to the next step.
6 Remove the volunteer from all positions that they are filling:
Click [Remove from this position].
Click [OK] to confirm.
E;ﬁnfa?:ke heck DRI B iddimmiyyy)
R b = i
Agremrient Sagned? =
| Elarva | | Cancal |
Haote: i can be deleled when na job destiption under Position List
Position List ( Posibon History )
Contra ‘four Centre
Position Tile Gulanst
Job Diesscption Euslanst wanted lor the band
StarvEnd Date
| Remme fomthis postion
7 Click [Return volunteer to pool] and then click [OK].
Agrad to policd chack * B o gion B 0000 e sl megeamiy s pin i sassEg)
E:::n?::h“ R RO I [adhmimn )
E:::ﬁ::.é:rl; .Illi?a?h B pelcttmin vyl
Agresmant SignedT =
| Have || Cancel |
(ote o Voo
Hiob: it can b duleted whin no job desntion under Fosion List
Posilion Lisl | Position History )
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Reinstating volunteers

Overview

Use these instructions when you want to reinstate a volunteer who you have previously
removed from your centre’s list. You would want to do this if avolunteer had been removed

in error, or if someone who has said that they were no longer available has changed their
mind.

Instructions

Follow the steps below to reinstate a volunteer to your centre' s list:

Step | Action

1 In the left hand menu click M anage Volunteers, then Volunteersthen History
List.

Wik el s ga sz
fEY vour Contre Zacnce
B Manags Woluntoors

M Yoluntoors
= Sord

B rositlons
" Mztching
B Velunlee: Beeovilmenl Funl

i b Pret

The volunteers that have been removed from your centre are displayed.
2 Can you see the volunteer in the list?

Yes—goto step 4.
No — go to the next step.
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Step | Action
3 On the Volunteer History List screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.
Search hints:
If you are having trouble finding the volunteer to reinstate, try ticking some
of the tick boxes.
valuntesr History Llat
G ot O Sawed thasahocears 11 2 aant-a ame veomeme e oo el
Skl 1l asuhbear= 11 2 aanm s de aled
I et Mamic: i
Last Maric: I hedr
Suour
OR e e ssncom g sl
(saach rrultip s gububs - st them saparatec by a <owms
Pl [0 2eseh malkip 2 posteocss - lis: 11em seperatad o =
£ 30T TiE)
Slate: -
Awailz il D'I'I'I R D'l'l'l thaond D'l'l'l k=i D."'. ru Hen
ey wicrds:
The screen lists the names of all matching volunteers.
4 On the Volunteer History List screen:
Click Reinstate next to the name of the volunteer who you want to
reinstate.
Click [OK] to confirm.
fie i Beara:  Masnago Volsess = Vislanteas > Hisiooy List> |
Vialunteer Hislory List
Condtai '_ Zmanch the woluntesrs ihiz centre hax mtumed to the pool
|| Search the spluntessrs this contrs has deleted
Firsl Hama
Last Masna
Subirb
OR [include sumunding subushs?
Postoods
Stady ]
Augilable [ Weekday ] Weekend (] Work Hours [ &fter Hours
Ky words
Seach
Fisfme Lasthpane Phone Process Delate Reosan
i Hurgdrix 03 0656 1250 Dalate H i3 cecnased
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Step | Action
5 The reinstated volunteer no longer displays in the Volunteer History List.
Valunteer History List
Caorylon [ Search the volintesm this cemre b retumed b The pool
[l Sparch the voluntesrs this cenire has delsted
Firat Marmd
Last MNasma
Subuib
oR Cinclude surmounding sn.tlur.lzlrs'?
Pasztcode i5 saarch multcls poslcodes & Thae Shcarsied 1
SAnta -
rwaskahie: E]Mehlayﬂﬂ'eehndf:] Waork Hows [C] After Hous
Kay wards
Saarch
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Exporting volunteer data
Overview
Use these instructions if you want to look at your centre’s volunteer datain an Excel
spreadsheet Examples of why you would do this include:
printing a contact list of volunteers
writing to volunteers using Word's mail merge facility
creating your own reports
creating a birthday list.

How to use Excel and Word is outside the scope of this user guide. Consult the
documentation that came with those applications.

What you need
Y ou will need to have Excel installed on your computer in order to work with the exported
data.

Instructions
Follow the steps below to export volunteer data to Excel.
Step | Action
1 In the left hand menu click M anage Volunteers, then Volunteers and then Export.
W'C COrIC OO WORC . Manancr Logon
i P Cmnlin Cihacgs
] :} ljcl
" Twrenl Fisl
= Ratcking
a valuntaer Hacrmkman 2
A Ly Profile

2 On the Export screen, click [Export].

Export all of yaur centra’s volunteer prafiles m an Exced spreadshaet.

A File Download box displays.
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Step | Action

3 What do you want to do?
To view the datain Excel straight away, go to the next step.
To save the datato your computer’s hard drive, go to step 5

F ik Doweniboad

D i sl 1 Oulesny o 88wt Thiss (a7 e spemadsheal.

= Namer  Volrimer. xin :l
J Troec Meoosft Offce Exol 972000 Workshest, 1290
P 2I0URD.80.55

[ = [ s |[ com |

Wit Bt e e ndwemad. o b L), 0imon Tl G Coctantindy
s your comyries Irm.lrhnnl trust the= pmsoe, do nof open o
sewe i e Wi ' tha el 7

4 To view the data in Excel, click [Open].

F ik Doweniboad

D i sl 1 Oulesny o 88wt Thiss (a7 e spemadsheal.

= Namer  Volrimer. xin :l
J Troec Meoosft Offce Exol 972000 Workshest, 1290
P 2I0URY.80.55

{I:pm i}lsmllcar-m

Wit Bt e e ndwemad. o b L), 0imon Tl G Coctantindy
s your comyries Irm.lrhnnl trust the= pmsoe, do nof open o
sewe i e Wi ' tha el 7

Excel will open with the exported data loaded. If you want to keep the data,
remember to save the file before closing Excel.

Gotosep 6
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Step | Action
5 To save the datato your hard drive click [Save].

F ik Doweniboad

el spemadsheat.

D i sl 1 Oulesny o 88wt Thiss (a7

= Namer  Volrimer. xin :l
J Troec Meoosft Offce Exol 972000 Workshest, 1290
P 2I0URD.80.55

Wb gt o 1 Intwmiert Can D L, woimon s o Coctantindy
s your comyrles. B you do not inest the smeoe, do nol openo

e This i

A Save As box will display. Choose alocation and file name to save the datafile.

Sawe i | L) My Doowmesnts e s i
5 Sl My Pichuras
:, SN Py el
by Fimcwr LT Sarver Mansgesend Shocs
Dheusmeztsy el Vi St 2005
Diaslitng
My Documents
My Comgeter
" Fin raera Junkntent i) #
My Matwedi  Savmnstpes | Memash OMes Beal 07000 Wedtaw v Corend

Go back to the Volunteer Management System and click [Cancel].

filmn o an Excel spreacihesd.
T —

Export | |5 Cancal !

Expart mll of your “w wol TR
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Managing positions

Creating a new position
Overview
Use these instructions when you want to create a new position at your centre.

What you need

Y ou will need information about the position and the contact details for the person
responsible for managing it.

Instructions
Follow the steps below to create a new position:
Step | Action
1 In the left hand menu click M anage Volunteer s, then Positions then New.
FERk s mulsmnanpn el
'5) Yaur Conme Zha-ge
B fE ae valurises
B Yalmluer=
= Currcnk List
LR H TR |
= Maiching
The Volunteer Current List displays the volunteers for your centre.
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Step | Action
2 Complete the fields on the New Position screen as required and click [ Save] when
finished.
Hints:
Fields with an asterisk (*) must be completed.
Give the position a meaningful title.
Be as descriptive as you can.
If you want the position to be advertised on our public web site, then make
sure that the Advertise to internet box is ticked.
Scroll down to see al the fields.
= Walunimaes > Posiions > Maw = -~
Narw Posilion
1 Position nfoamstion
Titde of Position * Heama Halp
-loh Diesciption = EHalps cur msousd a client®s home when they ace
Mumbser of Posiions 3
Oeoupatson
Qusslificatson
SkllHobbles
Strewl Address * Wiarious within the Edackburn aiea
Subuib Hackbum
Pestzods
Etate VED W
Contact Information
Contac! Parson * Florerce Mightingake
Telaphone * 03 P452 Tald
Emal * forere_reghlingalofiaus, sabationamy o
Bavaitee to ntemel? =
[ 5w [} Conce |
o 5.
4 BB rei i & annm =
3 The Position Current List redisplays with the newly created position.
Wabcome canbie_ mnanagar Logaut
{E) Your Contre  Change Position Currant List
B Menzge Voluntesrs Pozition | |en Guardsesr, cock e |
B Volintesrs Saanch
B Fositions
<! I“.;Il m W
» Ciiresat List Home Help Helps oul mond @ clent’s home when they e mp 1 1 Exkl Daletn Adved
= History List
Page 28 Austrgi;—r;ﬁ\éiig%ﬁgrz

Information Technology Services



Volunteer Management Manual

Viewing a position
Overview
Use these instructions if you just want to look at a position or see any placements.

Remember that you cannot change anything here. If you want to make changes, Updating
volunteer data on page 31.

Instructions

Follow the steps below to view the information about a position:

Step | Action

1 In the left hand menu click M anage Volunteer s, then Positionsthen Current List.

WS ZOMS O N Manager Lagan
e —

O Yoo Camtis Chiey-

= Katchirg

A wolunteer Racruitmnen fo

g Wy Profile

The Position Current List displays the positions for your centre.
2 Can you see the position that you want to view in the list?

Yes—goto step 4.

No — go to the next step.

3 On the Position Current List screen:

Type the name of position into the field.
Click Search when finished.

Position Summant List

P ien S TE A TR ST ] | [a-;_ Gacete, cozk sl

f BT |

Title Jab Description Humbsr Filled

The screen lists the positions matching your search.
4 On the Position Current List screen, click the name of the position you want to view.

Foaltlon Sument Liat

Free un b b o :ag_ S;Idmgf.c;o-;a:{_:u

R R |
Tille Jab Description Humber Fillad
Heneie: = elp dpee o voend v cenls b webien Py e vep K] o Sl e Heaesal
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Step

Action

5

Scroll down to see the information that you need. If you want to see the volunteers

who have filled this position, click Volunteer History.

When you have finished, click [Go Back].

mu e hove:  Mansge Yolmbesrs = Positions = Mew/Edindsinil >

FPosition Detail

Fositken Inbommmationmn
Titha off Possion ™
dob Desciptian =

Mumbed of Posions
Docupation
Dumalification
Skills/Hobies

Street Addvogs °
Suburk *

Posicode

Stale ™

Contact Information
Conlact Ferson °
Telephane *

Ernail *

Advertise to inbernet 7

Harea Help

Halps ol somnd @ clent’s hoime when ey de apeinos dficutss Dulies
might ncisde: * house claaning * prepaning 1he evening mesl * pokng up the Kids
Nom school of day cana * doing tha shapeng

3

Vanous wdhin the Blackburm anea
Blackbum

ViG
Flowence Haghtengale

03 7452 TA00
Sarence nightingalm@sus sabationamy.an

Placed Voluntear Lie.

Page 30

© The Salvation Army
Australia Southern Territory
Information Technology Services




Volunteer Management Manual

Updating a position
Overview
Use these instructions when you want to update a position at your centre.

Instructions

Follow the steps below to update an existing position:

Step | Action

1 In the left hand menu click M anage Volunteers, then Positionsthen Current List.

WS ZOMS O N Manager Lagan
e —

O Yoo Camtis Chiey-

= Katchirg
A valurtaer fecrmitren f9

g Wy Profile

The Position Current List displays the positions for your centre.
2 Can you see the position to be updated in the list?

Yes—goto step 4.

No — go to the next step.

3 On the Position Current List screen:

Type the name of position into the field.
Click Search when finished.

Position Summant List

P it [ IER TR TR | [ag. Gaweer, cozk 2l

Title Jab Description Humbsr Filled

The screen lists the positions matching your search.

4 On the Position Current List screen, click Edit next to the position you want to
update.

Fosklcn Current CIst

Hositien: |I lenic e > b IR B T

Searc

Lt lu: July Descnigliom Humiu Fillit
Home Help Helps cat arcane a cliert's borrz wiken they gne ax=p.. 3 { ee’.s Urazezi
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Step | Action
5 Edit the fields on the Edit Position screen as required and click [Save] when
finished.
Hints:
Fields with an asterisk (*) must be completed.
Give the position a meaningful title.
Be as descriptive as you can.
If the Advertise to internet box is not ticked, the position will not be
displayed on our web site
Scroll down to see dl the fields.
W ixis i Traiie Bl o Wolintesds = Poshinds = Howie it s«
Edit Position
Pozition information
Title of Po=itson = Home Halp
Joby De=caption ° Bealps cut ascund & SIAMKE'a home whan chay ase
Haurmber of Positions 3
Occupalion
Qupliication
SkillzHobbees
Strest Address Vaiows within the Blackbem ares
Subut * Blackbum
Postonde
Hate ViE
Comact Information
Contact Parson * Flararice Nightingals
Teleghone = 03 7452 TRO0
Emad * fiorence nightingale@@aus sabalionamy oy
Advartise 10 Intems T |
_See ||} Gorcel |
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Removing a position advertisement from the web
Overview

Use these instructions when you want to remove a position advertisement from our web site.

Y ou can quickly tell if a position has been advertised:

Alels Job e sorlptlon Humber Filied
Hirie Hialp Hilps el arcoane = dime s Lane s wloan by s azp = N Fei Mela
Lo Wolcale el s mecdead B Fedpr o ol e cold 3 ] b 1

“Advert” meansit is advertised.
“Unadvert” means that it is not.

Instructions

Follow the steps below to remove a position advertisement from the web:

Step | Action

1 In the left hand menu click M anage Volunteer s, then Positions then Current List.

WS ZOMS O N Manager Lagan

O Yoo Camtis Chiey-

= Katchirg
A valurtaer fecrmitren f9

g Wy Profile

The Position Current List displays the positions for your centre.

2 Can you see the position in the list?

Yes—goto step 4.

No — go to the next step.

3 On the Position Current List screen:

Type the name of position into the field.
Click Search when finished.

Position Currant List
P it [ IER TR TR [ag. Gaweer, cozk 2l

Title Jab Description Humbsr Filled

The screen lists the positions matching your search.
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Step | Action
4 On the Position Current List screen:
To remove an advertisement from our web site, click Advert next to the
position.
To place an advertisement on our web site, click Unadvert next to the
position.
lmic Job Uescripdon Humbecr Filled
Eave bep Aedpe onl snwam: ooewr e cmevs venae e e e 3 C o111 5 1| LT #5811
Cerderer Waolurkzer gardere s azeced Lo ke posome ke elo . 3 L =dit Cizlzf L aadwer:
5 The advertising status for the position is updated.
Title Job Descriptien Humbsar Fillad \L
Zarcce Her o Hiemes ol s o ezhel®s o e o cme v 3 0 Sl s el
Sarderar  Vooamzer gadeners reecad o qelp seme ofthe ele . 3 " 21 Zeenz Urazan
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Filling positions

Filling a position with a volunteer

Overview

Use these instructions when you want to fill a position with avolunteer. You can fill
positions with volunteers from your centre or from the Recruitment Pool.

What you need
Before you can complete this task you will need to have:
- created the position to be filled
have a volunteer on the system for the position who has signed the Volunteer
Agreement

any other paperwork required for the position, such as a Working with Children
Certificate, Police Check etc.

Instructions

Follow the steps below to fill a position with a volunteer:

Step | Action

1 In the left hand menu click M anage Volunteers, then M atching.

Uiehzer s s IR R i

Lot Yo Comtie Sherge
8 mMar ey vulunlzors
B welurtenrs

BT Feciwilmanl Moy

g by 2redla

The positions for your centre are displayed.

2 Can you see the position in the list?

Yes—goto step 4.
No — go to the next step.

3 On the Select a Position screen:
Type the name of position into the field.
Click Search when finished.

Step 1 — Select a positlon

[ aafior: e Gl ek el

Tillu Brede Thacrrividinn Mumbae  Fillel

The screen lists the positions matching your search.
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Step | Action
4 On the Select a Position screen, click Select next to the position that you want to
fill.
Tithn lerla Memmicripalisem Humibwr  Tillsy
Hare —E'lri‘ HE"lF-B cdb arcanc a chert's Fara v.-raln '.hE':," £ 2Xp... 3 u
Gz e ap Violuatesr gardarars neaded 12 Falp some of e ald. 1 1] nl
The Select a Volunteer screen displays information about the position and a list of
volunteers for your centre.
5 On the Select a Volunteer screen, click Select next to the volunteer for the position.
Step 2 — Select a volunmtesr
Lacaton: & From sur cantre £ From the volunteer ool
Firmt Mpeme
La=t Fam=
bt ] inciids sumounding suturs?
Postoode:
Etate -
Ayallable [Jmakday [ 1\Weekend [ Wk Hours [ Aller Howe
Ky woeds
Epqrch
Eipsthames LasiHams Phone Oecupathon Clueabifbcatioms Skillstobbles  Pesitions
Bibg  Bagges oot SXERETE yps gse nipes E;’:I‘:‘r;? o i
Hora Barnacle ':_3:;“ Home dutles E:I':;'I’E'"-"ﬂ high
Jimi Handeix 13::;” (Gt paist HEC ;i:;ﬁe:::::l Ealart
Rasition Info
FosalionTitle Gardemer
Joh Descipteon Volunleer gardeness needed to help some of the sldedy peaple the commanity
Dutigs include. * wesding * mowing * pruming ° raking ke
Number of Positiong 3
Bddiens Varisais walhin the Blackbsim area
Suburh Blackbum
Stale Vic
Searching hints:
- If there are many volunteers showing, you can use the fields to search for
volunteers and then click Search.
If you are looking for a particular skill or qualification, use the Key words
field to narrow the search.
Page 36 Ausrdin S Teriiony

Information Technology Services




Volunteer Management Manual

Action

On the Match volunteer to position screen:

assigned to any position. Check that all

Click [Match] when you have finished.

Slep 3 - Malch volunlesr 1o position

Wikurtoar Flams
Position TRls

Blora Bainadls
Homs Halo
002009
010200

=

St Date (optional)

End Date [optsenad)

Agreement Signed? ©

R

||} cancel |

Type in the Start and End dates if you want.
Make sure that the Agreement Signed box is checked.
Note: All volunteers must sign the Volunteer Agreement before they can be

Check or aWorking With Children Certificate are onfile.

e Check or Worlong With Childeen” carificals may be mgured

other requirements, such as a Police

I acdrermiypyyd
1 (delteremippyy]

Voo are har: Moo
Step 1

o I Koo hing =]
- Salect 8 position

Pasiton
Sanrch

Tifle
Harna Helg
Gandansr

Job Description

The Select a position screen redisplays with number filled updated.

Halps ol anound a chent's home when they am eip 3-_:!9;!
Volunlees gardeness needed to help sorme of the eld a i el

(e Gawdenar, ook #lr_|
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Removing a volunteer from a position

Overview

Use these instructions when you want to remove a volunteer from a position. Y ou would
want to do this when:

aposition is no longer required
avolunteer is no longer available.

Instructions
Follow the steps below to remove a volunteer from a position:
Step | Action
1 In the left hand menu click M anage Volunteers and then Volunteers.
i) VOLUNTEER MANAG
oy '_F K
I WG PV e L G
@ Your Centre  Changs
d Mamage Volinbtesrs
B ¥plunierers
& Matching
& Vplunteer Recraoitment Fool
The Volunteer Current List displays the volunteers for your centre.
2 Can you see the name of the volunteer to update in the list?
Yes—goto step 4.
No — go to the next step.
3 On the Volunteer Current List screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.
[linglude surrounding suburba?
Postcode o
Siate L
A HFomilabla: [I'askday [ T'Waakend [1'Work Hours ClAfler Heurs
K gl tinds
Vode Tio el Fsfuim for ooood andl defere, Click Edin
The screen lists the names of all matching volunteers.
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Step | Action
4 On the Volunteer Current List screen, click Edit next to the volunteer to remove.
dodie. T e, Pl T Oaoeod avndl dlelers, CRck Eolir
EirsiMame LastHams Fh_ani Decupaion Cusalific ations SkiflsHobhies Pt
= Baggms 0504 Explererand g, BSc. DipEd E;;':':: and ™
03 9564 Completad high Home
17 F] Bamace 120 Home duties Gitid Halp
fim Hande 038686 . Hae compasiion fe
Jimi I y75m =l F =l R— bt
wole. Toi edft, relurn o pool and delers, Click Edit

The Edit Volunteer screen displays information.

5 On the Edit Volunteer screen:

Scroll down the page until you can see the Position List.
Click [Remove from this position].

Click [OK] to confirm.

Click [Cancel] when finished.

Tama - i ElWork Hours  [lARer Hours

Do Stoetd ol this cantre B (ot rmnrmyyevyed

Apicn tn polca Chock ™ E i pakoes recsnd doas nat MECadsdriy emOoe i Mo lnipseg
Dads of Poliea Check DB 1 V2003 Bl jodiremiyyyy )
Caatificatos : .
Drala of Warking wih OB V2005 = y
Children Cantificata B cmantyyyy)
S GaTr Gt Sgriad 7 " =
Swe || Camal |

Hate; T can D o&lsled wian ned |00 dESADUHON Under Fostion List

Posithon List | Pozition Histary )

Centre Yous Centre
Position Title Homa Halp

Helps put around 3 clienl’s home when they e epemmnce dficubes
Job Descrigtion Dutie s might nclude: * house cleaning ° prgmn) i wnng mil

picking up the kads fom school oo day cae * dong the shapgng

StarEnd Date

[ Femmefiom ihis prstion |

Hint: You can remove the volunteer from more than position without leaving this

screen.
6 The Volunteer Current List redisplays with the position removed from the
volunteer.
fdode To eolfl, rerfurer a0 paedd adnd ohiders. Cifch Eaolr
Elsticons Lasbiome Fho.nn Lo TR T Dualificatians Sl bl s Pasirions
S Bmam Gp™ Y MeA BScDeEd i Eds
[l__lil_h Bamacie qﬁg'ﬂ Hom duties E::;if'“ Pagh ] Edt
i e GO0 Gwma b g e
ol To edil, refurm o poaol sod delefa, Click Eaif
he Salvati
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Recruitment pool volunteers and positions

Viewing recruitment pool volunteers
Overview
Use these instructions to view the volunteers that have not been attached to acentre. You

would want to do this if you were looking for someone to fill a position, or just to see who is
out there.

Instructions
Follow the steps below to view the volunteers in the recruitment pool.

Step | Action

1 In the left hand menu click VVolunteer Recruitment Pool and then Volunteers.

T COTE comre.manager Lecot
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The Volunteer Pool displays the volunteers not attached to a centre.

2 Y ou can browse through the list or search on any of the fields if you are looking for
someone in particular. For example, you could use the Key words field to find a
volunteer with a particular skill set or qualification.

Search hints:
Y ou can search on multiple fields.
Y ou can type in more than one suburb.
Try searching on different combinations of days and hours.
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Step | Action
3 To view information about a volunteer, click their name.
Velunteer Pogsl
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The volunteer’ s information displays.
4 Scroll to down to see all the information we have on the volunteer.
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Step

Action

5

When you have finished, click [Go Back] to returnto thelist.
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Data of Polica Chack 01 AISAZ00S
Canificala

Data of Working with
Childian Cedificate
Agreamend Signed? *

Page 42

© The Salvation Army
Austraia Southern Territory
Information Technology Services




Volunteer Management Manual

Removing a volunteer from the Recruitment Pool
Overview
Use these instructions to remove a volunteer from the Recruitment Pool.

Instructions
Follow the steps below to remove a volunteer.

Step | Action

1 In the left hand menu click VVolunteer Recruitment Pool and then Volunteers.
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The Volunteer Pool displays.

2 Can you see the name of the volunteer to updatein the list?

Yes—go to step 4.
No — go to the next step.

3 On the Volunteer Pool screen:
Type the volunteer’s first and last name into the fields.
Click Search when finished.

Voluntesar Pool
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The screen lists the names of all matching volunteers.
4 On the Volunteer Pool screen, click the volunteer to remove.
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Step | Action

5 Scroll down to the bottom of the screen and then click Thisvolunteer can be
deleted if no longer available by clicking here.

Thirvea
SdanDats

PaliceChack *

Date of Police Check
Cerilicate

A confirmation screen will display.

6 On the confirmation screen:
Type the reason you are removing this volunteer.
Click [Confirm].

‘Woluntesr Sally Sensstion will be deleted

Flaasa enter a reason:

f‘—_&
ot G ]

The Volunteer Pool no longer displays the volunteer.
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Viewing positions in other centres

Overview
Use these instructions to view the positions in other centres.

Instructions

Follow the steps below to view the positions in other centres:

Step | Action

1 Inthe left hand menu click Volunteer Recruitment Pool and then Positions.
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The Position Pool displays all the positions at al our centres.
2 To view the positions at a particular centre, use the dropdown boxes at the top of the

screen.

Fositdcon Fool

Laczmor: . .

Mositiven. | | i ey cnch o |
Searca
Lilli= Judy Emcriplinm Humnbe: Fillit ENHITE Iwisinn
[ . —_ ire
Cho st OB SCREIIRCUEY Ly e P
I
Pasition Paol
I.um.-u-n hi » || Sacial Pmgramans Dapt b
it Eastern YWiciona Sortal Frogramme Depl
Ssarch EF= . Red Shigld Meghbeuxhood Apped L
Me@omne Canral Ecitanal Dapt
Harthem Tariony Wikl
T T#i- L= k]
Tl Harthem Wicloia . th THO HRARM c
Sert Supgod | Saha Stores Hhctuall en B Busshfe
South dustraly M Buzhfes Recowry tal
: Tasanania Emsrgency Senigas
Brouect THO S oair Gant e ; PR Tl il
THQFR denunde b v

Flay GrouD SSHEweotem usiai
Weslem Viclma

Recod Clerk B00K Keapng i ofice wo
3 To search for a position, type it in the Position field and click Search.
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Step

Action

4

To view the detail about a position, click its name.
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Updating your profile

Overview
Use these instructions when you want to change your contact details or password.

Instructions
Follow the steps below to update your profile:
Step | Action
1 In the left hand menu click My Profile.
Wizlocmic contre. manager ool
T Vem Cemtes Clancs
B A valinnbeas
2 woluntear Fecrultment Foaol
2 On your profile screen, edit the fields as required and click [Save] when finished.
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Reference section
How do I?

What do you want to do?

Whereto find the infor mation

Update contact details.

See Updating volunteer data on page 14.

Get avolunteer’s contact
details.

See Viewing avolunteer’s information on page 12.

View avolunteer’s position
history.

See Viewing a volunteer’s information on page 12.

Find out when a police check
was done.

See Viewing avolunteer’s information on page 12.

Find out when aworking
with children certificate was
obtained.

See Viewing avolunteer’s information on page 12.

Reinstate a position
advertisement to our web
site.

See Removing a position advertisement from the web on
page 33.

Glossary

Position The Volunteer Job as described in the Job Description

Matching The process step of assigning a volunteer to a position.

Volunteer Pool Online registered volunteers awaiting position assignment.

Position Pool Volunteer positions advertised on the website.
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