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Part 1 –Volunteer Management Guidelines 
Volunteers should: 

• be registered in the Volunteer Management System 
• be given a job 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: Due to the requirements of the Privacy Act, not everyone is entitled to access the 
Volunteer Management System. 
 
Contact the Victorian Volunteer Coordinator at THQ for: 

• access to the Volunteer Management System 
• clarification of any volunteer management issues and requirements. 

 
Volunteer Management System applications 
Allows you to: 

• maintain a record of volunteers 
• search for available volunteers to post to a position 
• post volunteers to 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. 
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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 volunteers is 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 use it. 

• 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 towards the end 
to point you in the right direction, called How do I… 
 
Conventions used in this guide 
Field names 
Field names are always in italics. 
 
Using the keyboard 
The names of keys referred to in these instructions are always wrapped in square brackets. 
For example, if you are typing something into a field 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 Management. 
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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. 
 
 

 
 
 

Click to move up the screen. 

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

Click to move down the screen. 
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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]. 

 

 
 

3 On the AUSWeb welcome page, click Volunteer Management. 
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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. 

 

 
 

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 Manual 

 
© The Salvation Army 
Australia Southern Territory 
Information Technology Services Page 7 
 

 
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? 

 

 
 

2 Type your user name and press [Submit]. 
 

 
 

3 Check your email and when the password arrives, click Login to return to the login 
screen. 
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Recruiting and Managing Volunteers 

Adding volunteers 
Overview 
Use these instructions to manually add a volunteer to the system. You 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. 
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Step Action 
2 In the left hand menu, under Manage Volunteers, click Volunteers. 

 

 
 
The Volunteer Current List screen displays. 

3 Under Volunteers, click Add. 
 

 
 

The Add a Volunteer screen displays. 



Volunteer Management Manual 

 

Page 10 
© The Salvation Army 

Australia Southern Territory 
Information Technology Services 

 

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

 
Hints: 

• Fields with an asterisk (*) must be completed. 
• Dates must be in DD/MM/YYYY format, for example, to enter the 23rd of 

June 1959, type 23/06/1959. You can also click  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 all the fields. 
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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].  
 

 
 

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. 
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Viewing a volunteer’s information 
Overview 
Use these instructions if you just want to look at a volunteer’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 Manage Volunteers and then Volunteers. 

 

 
 

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. 

 

 
 

The screen lists the names of all matching volunteers. 
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Step Action 
4 On the Volunteer Current List screen, click the name of the volunteer who you want 

to view. 
 

 
 

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]. 
 

 
 

 



Volunteer Management Manual 

 

Page 14 
© The Salvation Army 

Australia Southern Territory 
Information Technology Services 

 

 
Updating volunteer data 
Overview 
Use these instructions to update a volunteer’s information. Examples of when you would do 
this include: 

• if a volunteer has moved or changed their contact details 
• the results of a police check have been received 
• the volunteer has a returned 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 Manage Volunteers and then Volunteers. 

 

 
 

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 – go to step 4. 
• No – go to the next step. 
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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. 

 

 
 

The screen lists the names of all matching volunteers. 
4 On the Volunteer Current List screen, click Edit next to the volunteer to update. 

 

 
 

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]. 
 

 
 

The Volunteer Current List redisplays. 
 
 



Volunteer Management Manual 

 

Page 16 
© The Salvation Army 

Australia Southern Territory 
Information Technology Services 

 

 
Removing a volunteer from the centre list 
Overview 
Use these instructions to remove a volunteer from your centre’s list of volunteers. You would 
remove a volunteer from your centre’s list 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 Manage Volunteers and then Volunteers. 

 

 
 

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 – 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. 

 

 
 

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. 

 

 
 

5 On the Edit Volunteer screen, scroll down to the Position List. 
 
Is the volunteer currently filling any positions? 

• No – go to the step 8. 
• Yes – 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. 
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Step Action 
7 Click [Delete This Volunteer]. 

 

 
 
A confirmation screen will display. 

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

 

 
 

9 The Volunteer Current List no longer displays the volunteer. 
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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. You would 
want to do this if 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 Manage Volunteers and then Volunteers. 

 

 
 

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 – 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. 

 

 
 

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. 

 

 
 

5 On the Edit Volunteer screen, scroll down to the Position List. 
 
Is the volunteer currently filling any positions? 

• No – go to the step 8. 
• Yes – 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. 

 

 
 

7 Click [Return volunteer to pool] and then click [OK]. 
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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 a volunteer 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 Manage Volunteers, then Volunteers then History 

List. 
 

 
 

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

 
• Yes – go to 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. 

 

 
 

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. 
 

 
. 
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Step Action 
5 The reinstated volunteer no longer displays in the Volunteer History List. 
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Exporting volunteer data 
Overview 
Use these instructions if you want to look at your centre’s volunteer data in 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 
You 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 Manage Volunteers, then Volunteers and then Export. 

 

 
 

2 On the Export screen, click [Export]. 
 

 
 

A File Download box displays. 
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Step Action 
3 What do you want to do? 

• To view the data in Excel straight away, go to the next step. 
• To save the data to your computer’s hard drive, go to step 5 

 

 
 

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

 
 
Excel will open with the exported data loaded. If you want to keep the data, 
remember to save the file before closing Excel. 
 
Go to step 6 
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Step Action 
5 To save the data to your hard drive click [Save]. 

 

 
 
A Save As box will display. Choose a location and file name to save the data file. 
 

 
 

6 Go back to the Volunteer Management System and click [Cancel]. 
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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 
You 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 Manage Volunteers, then Positions then New. 

 
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 all the fields. 

 
3 The Position Current List redisplays with the newly created position. 

 

 
 



Volunteer Management Manual 

 
© The Salvation Army 
Australia Southern Territory 
Information Technology Services Page 29 
 

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 Manage Volunteers, then Positions then Current List. 

 

 
 

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 – go to 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. 

 

 
 

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. 

 

 
 



Volunteer Management Manual 

 

Page 30 
© The Salvation Army 

Australia Southern Territory 
Information Technology Services 

 

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]. 
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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 Manage Volunteers, then Positions then Current List. 

 

 
 

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

 
• Yes – go to 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. 

 

 
 

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. 
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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 all the fields. 
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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. 
 
You can quickly tell if a position has been advertised: 

 

 
• “Advert” means it 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 Manage Volunteers, then Positions then Current List. 

 

 
 

The Position Current List displays the positions for your centre. 
 

2 Can you see the position in the list? 
 

• Yes – go to 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. 

 

 
 

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. 

 

 
 

5 The advertising status for the position is updated. 
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Filling positions 

Filling a position with a volunteer 
Overview 
Use these instructions when you want to fill a position with a volunteer. 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 Manage Volunteers, then Matching. 

 

 
 

The positions for your centre are displayed. 
 

2 Can you see the position in the list? 
 

• Yes – go to 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. 

 

 
 

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. 
 

 
 
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. 
 

 
 
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. 
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Step Action 
6 On the Match volunteer to position screen: 

• 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 
assigned to any position. Check that all other requirements, such as a Police 
Check or a Working With Children Certificate are on file. 

• Click [Match] when you have finished. 
 

 
 

7 The Select a position screen redisplays with number filled updated. 
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Removing a volunteer from a position 
Overview 
Use these instructions when you want to remove a volunteer from a position. You would 
want to do this when: 

• a position is no longer required 
• a volunteer 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 Manage Volunteers and then Volunteers. 

 

 
 

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 – 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. 

 

 
 

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. 

 

 
 

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. 

 

 
 
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. 
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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 a centre. 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 Volunteer Recruitment Pool and then Volunteers. 

 

 
 

The Volunteer Pool displays the volunteers not attached to a centre. 
2 You 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: 

• You can search on multiple fields. 
• You 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. 

 

 
 
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 return to the list. 
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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 Volunteer Recruitment Pool and then Volunteers. 

 

 
 

The Volunteer Pool displays. 
2 Can you see the name of the volunteer to update in 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. 

 

 
 

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 This volunteer can be 

deleted if no longer available by clicking here. 
 

 
 
A confirmation screen will display. 

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

 

 
 
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 In the left hand menu click Volunteer Recruitment Pool and then Positions. 

 

 
 

The Position Pool displays all the positions at all our centres. 
To view the positions at a particular centre, use the dropdown boxes at the top of the 
screen. 
 

 
 

2 

 

then 

 
 

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. 

 

 
 

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? Where to find the information 
Update contact details. See Updating volunteer data on page 14. 
Get a volunteer’s contact 
details. 

See Viewing a volunteer’s information on page 12. 

View a volunteer’s position 
history. 

See Viewing a volunteer’s information on page 12. 

Find out when a police check 
was done. 

See Viewing a volunteer’s information on page 12. 

Find out when a working 
with children certificate was 
obtained. 

See Viewing a volunteer’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. 
 
 


