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chapter iii

What Is In This Guide?

In the Volunteers & Jobs Data Entry Guide, you learn how to track volunteer information on the Volunteer tab of
a constituent record. Information includes volunteer types and statuses, emergency contact information,
volunteer qualifications, medical information, volunteer special needs and availability, checklists of tasks a
volunteer must complete before starting a job, and volunteer award information. You also learn how to set up job
records in your database. You can also learn about the following:

¢ “Job Assignments on the Volunteer Tab” on page 43
¢ “Time Sheets on the Volunteer Tab” on page 54

e “Volunteer Mandate Information” on page 74

e “Summary on the Volunteer Tab” on page 78

e “Details on the Job Record” on page 89

¢ “Job Assignments on the Job Record” on page 104
¢ “Job Attributes” on page 116

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information. To
find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

User Guides. You can access PDF versions of the guides by selecting Help, User Guides from the shell menu bar
or by clicking Help on the Raiser’s Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all cross-references are hyperlinks. For example,
click the page number by any heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by accessing the help file in the
program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Warning: Modules such as Volunteer Management and Event Management enable you to customize

The Raiser’s Edge to meet the specific needs of your organization. When you use a Blackbaud module, you are
given a code. You must enter this code to “unlock” or activate the module. For more information, see the
Program Basics Guide.

The optional module Volunteer Management enhances The Raiser’s Edge by giving you the ability to track all
aspects of your volunteers. When you add a volunteer to your database, you first need to add the volunteer as a
constituent. Then, you can start tracking volunteer information on the Volunteer tab of his constituent record.
When you enter information on the Volunteer tab, the constituent becomes active in The Raiser’s Edge as a
volunteer for your organization.

= David B. Murphy

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|—>|2'|‘P°El||| ?'|§'|' |
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13 el IGEn o DEEE (Y
ak Yolunteer Types |
E{uzl_lflcsgons. Neod Type | Skatus | startpate | EndDate Reason Firished |
edical/Special Needs - -
- L Maink ALk 03162006
5 Availability|rterests | f-awn Maintenante EHve 18/
Job Assignments -
Time Shests
Awards
M andate Info
Checklist
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— Emergency Contact Wehicle Information
R |Margaret Murphy W Perzanal vehicle available far uze
Relation; I\-v'ife ﬂ Wehicle Type: IT[uck ﬂ
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From the Volunteer tab, you can assign volunteer types and statuses, enter an emergency contact, and track
vehicle information for the volunteer. You define qualifications the volunteer must have for certain jobs, track
your volunteer’s medical information and special needs, and determine when the volunteer can work. You can
also match a volunteer’s particular interests with enjoyable jobs and create checklists of tasks the volunteer must
complete before starting these jobs. You can then track awards given to the volunteer, the amount of service
needed to obtain these awards, and the next award the volunteer should receive if he completes the required
amount of service. The Volunteer tab holds a lot of important information!
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With Volunteer Management, you can also create job records in your database.

I8 Gift Shop for Midlands Historical Museum
File Edit Job Fawortes Tool: Help

ESaveandElose'|U| M 4 » H|| ?'|ﬁ' ‘
v General |Qetail$| Molunteersl Job Attribgtesl
Job: IGift Shop Position; IEIerk
Categoryt |Fetai x| Volunteer type: [Git Shop Staff =]

Start date: ||34£|:|4£2E|DE | Minimurn age: |1B
End date: I | ¥ ThisJobis for an...

+ Organization © Ewvent
Organization: IMidIands Hizstarical Museumn EI

V¥ Allow mandated volunteers

[ Job completed

Dezenphian: [y olunteers are responsible for running cash registers and serving custamers.,

From a job record, you enter a category and position for the job, the start and end dates, whether you allow
mandated volunteers to be assigned to the job, and mark the job as completed when it is finished. Here, you
enter the type of volunteer needed for the job, a complete job description, and the minimum age your volunteers
must be before they can be assigned to the job. If the job is for a particular organization or event, you can link the
job to that organization or event record.

From a job record, you also enter the skills, experience, courses, and training a volunteer must have before being
assigned to the job. You can list required medical information and particular volunteer special needs that can
actually prevent a volunteer from being assigned to the job. You list attributes and assignment interests that help
you assign appropriate volunteers to the job and establish checklist items that need to be completed before a
volunteer can start working on the job.
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After you add job records to your database, you can manually find a job and assign it to a volunteer by using the
New Job Assignment button on the Volunteer tab of his constituent record.

=i Sugzan E. McDonald
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You can also automatically find jobs and assign them to a volunteer by using the Find Jobs button on the
Volunteer tab of his constituent record.

=i Sugzan E. McDonald

2 Qualifications
) Medical/Special Needs
[ Availabilityd|nterests

& Time Sheets
3 Awards
5 Mandate Infa

[ Checklist
Z Summary

For added convenience, you can also automatically find volunteers and assign them to a job by using Tools, Find
Volunteers from the menu bar of the job record itself.

ft Shop For Midlands Historical Museum
Toolz Help

Gift Shop Staff -

Midlands Historical Museum &
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The two parts of Volunteer Management — volunteers and jobs — when used together, help you efficiently and
effectively manage your volunteer program. In this guide, we first explain the Volunteer tab in its entirely starting
with “Volunteers” on page 21. Then, we turn our attention to job records in “Jobs” on page 81. It is up to you to

determine whether you rather add volunteers to your database first, or your jobs.

Frequently Used Terms

This section defines words and phrases you need to know as you work with volunteers and jobs. If you come

across an unfamiliar term when reading this or any chapter in The Raiser’s Edge documentation, make sure you
check the online glossary in the help file.

Assignment interest. An assignment interest is a task a volunteer expresses a desire to perform. For example,
your organization is an aquarium. Rosa Shapiro lets you know she would like to help feed the seals or
penguins. Because Rosa lets you know the tasks she is interested in, you can assign her to the jobs she enjoys.
You can track volunteer assignment interests on the Volunteer tab of a constituent record.

Award. An award is something you present to a volunteer in recognition of outstanding service and loyal

commitment. For example, you may present your volunteers with an engraved pen and pencil set when they
complete 200 hours of service.

Checklist. A checklist is a “to do” list you assign to a volunteer. The list you create on the Volunteer tab of a
constituent record contains the individual items you require a volunteer to complete before he can start a
job. For example, your organization is an aquarium. Before a volunteer can start work, he must attend a
volunteer training class, attend the Preserving Our Aquatic Environment seminar, and have a TB test.
Checklists are important when determining the jobs a volunteer can actually be assigned. If the volunteer has

not completed the checklist items, he should not be assigned to jobs listing these same checklist
requirements.

Find Jobs button. Find Jobs is a button on the action bar on the Volunteer tab of a constituent record. You can
use the Find Jobs button to automatically find multiple jobs and assign them to a volunteer. When you use

the Find Jobs button, you can assign only those jobs having criteria that matches criteria listed on the
Volunteer tab.

Find Volunteers menu option. Tools, Find Volunteers is found on the menu bar of a job record. You can use
Tools, Find Volunteers to automatically find multiple volunteers and assign them to a job. When you use

Tools, Find Volunteers, you can assign only those volunteers having criteria that matches criteria listed on the
job record.

Future award. A future award is the next award a volunteer will potentially receive if he completes the service
requirements for that award. For example, Jack Weber, a volunteer at your organization, received the 200
Hours Award at the last volunteer meeting. The next award Jack will receive is the 400 Hours Award, if he

completes 400 hours of volunteer service. Because this is Jack’s next tentative award in the future, it is termed
a “future award.”

Inactive award. An inactive award is an award you no longer want active. There are times when you need to
make a volunteer award inactive. Perhaps you gave out an award in the past. You decide you no longer want
to give out the award, now or in the future. For historic purposes, you do not want to delete the award from
the Volunteer tab of every constituent who ever received the award, but you do want to ensure the award is
no longer added to anyone else’s record. By marking the award inactive, you can ensure the award is no
longer added to any volunteers’ constituent records, from this point on. If you ever decide to use the inactive
award again, you can make the inactive award active.

Job. Ajob is a task, or miscellaneous piece of work, assigned to a volunteer of your organization. For example,
your organization is a hospital and you run a gift shop. You have volunteers who come in to run the cash
register and volunteers who come in to stock shelves. You have several volunteers who come in to create gift
baskets and another volunteer who helps with computer data entry. Each of these tasks, performed by a
volunteer, is a volunteer job.
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Job assignment. A job assignment is a record you create when you assign a volunteer to a job. You can manually
find a job and assign it to a volunteer by using the New Job Assignment button on the Volunteer tab of his
constituent record or you can automatically find jobs and assign them to a volunteer by using the Find Jobs
button on the same tab. For added convenience, you can also automatically find volunteers and assign them
to a job by using Tools, Find Volunteers from the menu bar of the job record itself.

Mandate. A mandate is an official order from a court or public agency requiring that an individual serve some
type of volunteer duty. If your organization accepts volunteers who need to fulfill mandates, you can track
such information as the start date, the date the volunteer fulfilled the order, how many hours he served, the
agency’s name who ordered the mandate, and the person at the agency you should contact with questions
and concerns about the volunteer or mandate. Mandate information is tracked on the Volunteer tab of a
constituent record. When referring to a volunteer who is serving a mandate, you may see the term
“mandated volunteer.”

Medical information. Medical information consists of medical requirements needing to be fulfilled by your
volunteers before you can assign them to a job. For example, your organization requires that volunteers have
a TB test and a tetanus shot before they can start working on a particular job. On the Details tab of the job
record, you enter the test and immunization as two medical information requirements. On the Volunteer tab
of the volunteer’s constituent record, you track the names of the immunization and test, the date the
immunization and test were administered to the volunteer, and any comments you have concerning either
procedure. Medical information helps you assign jobs specifying certain medical requirements with
volunteers who have met the same medical requirements.

Qualification. A qualification is a skill, experience, course, or training a volunteer must have to qualify, or be
accepted, as a volunteer for the jobs at your organization. For example, your humanitarian organization is
looking for people with certain talents to help build homes for families in need. You are looking for volunteers
with carpentry, plumbing, roofing, and painting skills. Your organization runs a health clinic and you are
looking for volunteers with medical experience. Your organization requires that volunteers take a Health and
Sanitation class before they start work in your soup kitchen or attend a Volunteer Orientation training session
before they start any job. All these things are qualifications.

Special need. A special need indicates a volunteer’s special consideration or request that can prevent her from
being assigned to a job. For example, Rebecca Schmidt, a volunteer at your organization, lets you know she
needs you to provide a baby-sitting service before she can volunteer at your upcoming phonathon. You are
not providing a baby-sitting service at this event. On the Details tab of the phonathon job records, you enter
Baby-Sitting Service so you can eliminate any volunteer having this special need. On the Volunteer tab of
Rebecca’s constituent record, you enter Baby-Sitting Service as a special need. When you assign volunteers to
the phonathon jobs, Rebecca will potentially be eliminated because the special needs match. Special needs
are beneficial for you and your volunteers because they help you schedule volunteers’ work appropriately.

Tip: You can quickly enter your time sheets in a batch. For more information about the batch entry of time
sheets, see the Time Sheet Batch chapter of the Batch Guide.

Time sheet. A time sheet summarizes the hours a volunteer worked at a particular job on a particular date. You
can add Volunteer time sheets by using the New Time Sheet button on the Volunteer tab of a volunteer’s
constituent record. From a time sheet, you can search your database for the job you assigned a volunteer.
Once you find the job, the job name, category, position, and volunteer type appear automatically on the time
sheet. This information defaults on the time sheet from the job record itself. On the time sheet, you can also
track job information such as the department under which the job falls, the location where the job took
place, and the particular task performed. The time sheets you create for a volunteer list in a grid on the
Volunteer tab of his constituent record.
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Volunteer. A volunteer is a person who voluntarily undertakes a task, or a specialized piece of work, for an
organization and expects no pay in return. For example, your organization holds a Spring Gala every year.
Several members of the community help you plan the gala. Others help you decorate, send out invitations,
and hire entertainment. You hold a golf tournament and two individuals offer to take event photos for your
newsletter. A group of people come to your organization on a weekly basis to help with office work and
computer data entry. The individuals who give their time to your organization and request no pay in return
are volunteers.

Volunteer availability. The dates, days, and times each volunteer is available to work is the volunteer availability.
For example, James Rooney, a volunteer at your animal shelter, lets you know he is available to work every
Friday this year, from 8:00 a.m. until noon. You can track volunteer availability on the Volunteer tab of a
constituent record.

Volunteer status. Volunteer status denotes whether a volunteer is active or not. A volunteer can have multiple
statuses. For example, Shannon Thompson, a volunteer at your organization, is assigned two volunteer types:
Gift Shop Staff and Business Office Staff. Shannon is currently working in the gift shop and has discontinued
working in your business office. She worked in your business office regularly last year. In the Volunteer Types
grid, you can assign the status of Active in the Status column on the same row as the Gift Shop Staff type and
a status of Inactive on the same row as the Business Office Staff type.

Volunteer type. Volunteer type denotes the capacity in which a volunteer can serve your organization. For
example, Ashley Ziegler, a volunteer with your organization, works in your gift shop. You assign a Type of “Gift
Shop Staff” in the Volunteer Types grid on the Volunteer tab of her constituent record. A volunteer can be
multiple types. For example if Ashley also starts volunteering in your business office, you can add another
Type of “Business Office Staff” in the Volunteer Types grid.

Navigating in Volunteers & Jobs

To effectively navigate in Volunteer Management, you must know how to quickly open a constituent record to
access the Volunteer tab. You must also know how to quickly open a job record. This section explains how to do
both. Later in the guide, you will learn how to add volunteer information for a constituent who is a volunteer with
your organization and also how to add job records.

Accessing the Volunteer Tab of a Constituent Record

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + S on your keyboard to save a record.

When you start tracking information about a volunteer in The Raiser’s Edge, you must access the Volunteer tab
of his constituent record. Before you can access the Volunteer tab, you first need to add or open the constituent
record. Once a constituent record is in the database, you can open the record from the shell File menu, from the
File menu of an existing constituent record, and from the Constituent page of Records. We recommend opening
constituent records from Records because it allows the easiest and most complete access to all record types.

» Accessing the Volunteer tab of a constituent record

The following procedure shows you how to quickly open a constituent record to access the Volunteer tab. For
more information about adding a constituent record, see the Biographical Information chapter of the
Constituent Data Entry Guide.

1. On the Raiser’s Edge bar, click Records.
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2. Click Constituents. The Constituents page appears.

The Raiser's Edge HE

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

= = Cordsseonentiens
B Home RECONCS  CONSHtERS
Constituents ;I
Gifts C t't t
i onstiuents
Campaigns
Funds aipw . T .
ol Mews Individual COpen a Constuent
Memberships A
Jobs e MNew Organization
Events
Recently Accessed Records Quick Find
Mark. D, Adamson I 8
The Reading Corner
Anne C, Sinclair
Mary Beth Richardson
John Wesley United Methadist Church
AR Concrete
Carter Pharmaceuticals, Inc.
Dianne A. Ziegler
Morbert G. Wikens
Robert C. Hernandez
. -]
‘Welcome to The Raiser's Edge 7 4

Note: For complete details on all fields, checkboxes, and buttons on the Open screen, see the Program Basics
Guide.

3. Click Open a Constituent. The Open screen for Constituents appears.

ii, Open

Fird: IConstituent j Search using query: |<Default>

&

[ HRE BE LN

& e

Cancel

“]add New
Find Constituents that meet these criteria:
Options
Last/Org name: I j Address lines: I
Firat Marne: I j City: I
Constituent 10 I j State: I bk Firid vy
SSN:I j ZlF':I Mew Search
Membership ID:I j Class of:l [ —
Bank acct. no.: I ﬂ Credit card no.: I

[v Display inactive constituents [~ Check spouse name [ Exact match anly [T Ghieck nickname
[ Dizplay deceased constituents [~ Check alizses = | Check contact name Expand Results

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all criteria you enter. Adding too much criteria information in the Find
Constituents that meet these criteria fields can actually prevent you from finding the constituent.



10 CHAPTER

4. Under Find Constituents that meet these criteria, decide what criteria you want to use when searching
for your constituent and enter the information in the appropriate criteria fields. The criteria you can use
include the constituent’s first or last name, ID, Social Security Number, membership ID, bank account
number, address lines, city, state, ZIP, graduating class, and credit card number.

i, Open

Find: IConstituent

-

Search using queny: |<Default>

&

Find Constituents that meet these criteria:

Last/Org name: IS mnith j Address lines: I j
First Mame: I j City: I j
Canstituent 1D: I =l State: I =l
S5N: | =l ZIF: | =l
tembership 1D: I j Class af: I j
Bark acct no.: I x| Creditcard no: I =l

v Display inactive constituents

[T Display deceased constituents [~ Check aliases

[~ Check spouse name [~ Exact match anly

[T Ghieck nickname
[~ Check contact name

Open

Cancel

‘] Add New

Optiong

&% Find Now
Mew Search

PFrevious Search

Expand Results

(g

Note: You can enter the first few letters or characters in the Find Constituents that meet these criteria fields
if you do not know the correct spelling or number. For detailed information about how to use these fields, see

the Program Basics Guide.

5. Click Find Now. If the search criteria you entered matches a constituent in the database, it lists in the grid
on the Open screen. Depending on how limited or detailed your criteria are, the program may find one

record or many records.

Find: IConstituent

Skephanie G. Smith
Smith, Wesley & Bren...

152 Capital Lane

Find Constituents that meet these criteria:

515 Marning Dove Lane Tempe, AZ
Washington, DC

iZonstituent ID

110

Last/Org name: IS mnith j Address lines: I j
First Mame: I j City: I j
Canstituent 1D: I =l State: I =l
S5N: | =l ZIF: | =l
tembership 1D: I j Class af: I j
Bark acct no.: I x| Creditcard no: I =l

v Display inactive constituents

[T Display deceased constituents [~ Check aliases

[~ Check spouse name [~ Exact match anly

[T Ghieck nickname
[~ Check contact name

Cancel

‘] Add New

Optiong

&% Find Now
Mew Search

PFrevious Search

[ HEE BE b

Expand Results

|3 records found.

6. Inthe grid, select the constituent record you want to open.
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7. Click Open. The constituent record appears.
8. Select the Volunteer tab.

==iJohn T. Smith

File Edit Wiew Constituent Letter Favortes Tool: Help
ESaveandElose‘|u|§' [&- @'| M 4 » M | = | 2'|? U||| ?'|&'| El |

v Biol I v Bio2 I v Addresses I v Addreszees/Salutations | v Relationships I v Appeals I HMotes I v Gifts I

v Altributes I Media I v Actions I Hanor/kemarial v Prospect I Membership I Ewvents
T =l R e e ﬂ
k] ‘Wolunteer Types I
Equzl'mcﬁ.’téons' INesd Type I Status I Start Date I End Date Reason Firished I
sdcalapecia Needs Lawn Maintenance  Active 03/16/2004
Availability/|nterests — -
Jab Assignments | General Active 01/01/2006
Time Sheets -
Awards
Mandate Info
Checklist
= Summary
—Emergency Contact———————————————— [~ Wehicle Information
Name: IHerberl Smith [v Personal vehicle available for use
Relation: IBrother j Wehicle Type: ITruck j
Fhane: |502-555-B1 29 Comment: IWiII use truck for volunteer work

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + L on your keyboard to save and close a record.

9. After you enter or edit the appropriate volunteer information, click Save and Close on the toolbar.

Accessing a Job Record

When we use the term “accessing” a job record, we are mainly talking about opening an existing record. Every job
you enter into your database has a separate job record. Once you add a job record to the database, you can open
the record from the shell File menu, from the File menu of an existing job record, and from the Jobs page of
Records. We recommend opening records from Records because it allows the easiest and most complete access
to all record types.
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To access the Jobs page, click Records on the Raiser’s Edge bar, then click the Jobs button.

The Raizer's Edge [_[=] x|

File Edit “iew Go Favortes Tools Help
4 Back & Furwa|d| Open in separate window
o

Constituents ;I
Gifts: J 0 bS
Actions
Campaigns - .
Funds @ Mewr Job W Open a Job
Appeals
Membershipz
B Recently Accessed Records Quick Find
Shats for Tots I &

Saup Kitchen For Star Mission Shelter
Parking Assistance For Starlight Concert
Fhone calls for Walk-&-Than

Lawn Care

Crowd Contral for walk-6-Thon

Welcome to The Raizer's Edge 7

NS

Tip: You can also view recently accessed job records by selecting File, Recently Accessed Jobs from the menu
bar of a job record.

As you add or open job records, the names of these jobs appear on the Jobs page in a list of recently accessed
records. You can open any job record in this list by clicking the job name. To quickly search for a job record, you
can enter the job name in the Quick Find field and click the binoculars to display a list of jobs.

» Opening a job record from the Jobs page of Records

This procedure tells you how to quickly open, or access, a job record from the Jobs page of Records. For more
information about adding a job record, see “Jobs” on page 81.

1. On the Raiser’s Edge bar, click Records.
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2. Click Jobs. The Jobs page appears.

The Raiser's Edge HE

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

i L
|F|H-‘ Haome IJJL [Records+ Jobs
-~
Constituents :I
Gifts J 0 b S
Actions
Campaigns - -
Funds @ Mew Job W Open & Job
Appeals
Membershipz
S Recently Accessed Records Quick Find
Shots For Tots I 8
Soup Kitchen For Star Mission Shelter
Parking Assistance For Starlight Concert
Phone calls For Walk-A-Thon
Lawn Care:
Crowd Control for Walk-A-Thon
. -]
‘Welcome to The Raiser's Edge 7 4

Note: For complete details on all fields, checkboxes, and buttons on the Open screen, see the Program Basics
Guide.

3. Click Open a Job. The Open screen for Jobs appears.

ii, Open
Find: [Job 7| Eearch using quens: [<Defauls L

& e

Cancel

“]add New

Options

il

Find Jobs that meet these criteria:

@ Find Now

I ame: I Pasition: I

Mew Search

Org name: I Wolunteer type: I

Previous Search

Event name: I Mirirmurn age: I

Start date: I EII

[~ Display jobs with a date range containing: I El [ Dizplay completed jobs
[~ Exact match only Expand Resultz

LefLef L L]

Categony: I

Ll

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all criteria you enter. Adding too much criteria information in the Find Jobs that
meet these criteria fields can actually prevent you from finding the job.



14 CHAPTER

4. Under Find Jobs that meet these criteria, decide what criteria you want to use when searching for your
job and enter the information in the appropriate criteria fields. The criteria you can use include the job
name, organization name, event name, category, position, volunteer type, minimum age, and start date.

i, Open

Find: I.Job j Search using queny: |<Default>

&

Sl Open

Cancel

‘] Add New

Optiong

Find Jobs that meet these criteria:

(g

&% Find Now
I ame: = Paszition: =
ame: I J ‘0sition: I J New Search
Org name; I j Wolunteer type: I j -
. Previous Search
Evert name: IWalk-A-Thon d Mirimum age: I j
Category: |Day of Walk =l Start date: I E|l
[~ Display jobs with a date range containing: I El [ Dizplay completed jobs
[ Exact match only Expand Besults

Note: You can enter the first few letters or characters in the Find Jobs that meet these criteria fields if you do
not know the correct spelling or number. For detailed information about how to use these fields, see the
Program Basics Guide.

5. Click Find Now. If the search criteria you entered matches a job in the database, it lists in the grid on the

Open screen. Depending on how limited or detailed your criteria are, the program may find one record or
many records.

Find: I.Job j Search using queny: |<Default> ﬂlgg

Category Wolunteer Type vy Open |

- - = Cancel
Decorations Design decorator Day of Walk

Refreshments Canteen worker Day of Walk

") dadd New

Options

i

Find Jobs that meet these criteria:

#hEindton |
Hame: hd Pasition: hd
e I J ositioh I J New Search |
Org name: I j Walunteer type: I j -
. Brevious Searchl
Event name: IW’aIk-A-Thon j Minimurn age: I j
Category: |D ap of Walk =l Start date: I EII Q
[ Display jobs with a date range containing: I El [ Display completed jobs
[~ Exact match anly Ewpand Results |

|3 records found.

6. Inthe grid, select the job you want to open.
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7. Click Open. The job record appears.

@ Crowd Control for Walk-A-Thon HE E
File Edit Job Favortes Tool: Help
ESaveandCIose'|u|K 1 ¢ b||| ? - & |
v General | Detaik | v Yolunteers | v Job Attributes |
Job: ICrowd Control Position: IMonitDl
Categony: IDa_l,l af wialk j Volunteer twpe: I j
Start date: m Minimurm age: IT
End date: m v ThisJobis for an...
[ Allow mandated volunteers " Organization = Event
I~ Job completed Event IWaIk-A-Tth ﬁl
Description: [y alkers wil need help with directions and we need to ensure we keep thern on the walk course.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + L on your keyboard to save and close a record.

8. After you enter or edit the appropriate job information, click Save and Close on the toolbar.

Toolbars for Volunteers & Jobs

A toolbar is a row of buttons representing commands or functions for a record. You can use these buttons as
alternatives to menu commands to save time during data entry. With Volunteer Management, you should be
familiar with two toolbars. The first is the Volunteer tab toolbar, which is a constituent record toolbar. The second
is the job record toolbar.

Volunteer Tab Toolbar

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item on the toolbar. For more information
about setting up this user option, see the User Options chapter of the Program Basics Guide.

When you add or open a constituent record, a toolbar always appears on the record. Because the Volunteer tab is
part of a constituent record, the constituent record toolbar is your Volunteer tab toolbar. This toolbar is located
between the constituent record’s menu bar and its tabs. It is designed to give you quick access to commands and
functions you use most often.

‘ESaveandClose'|U|§-&-@-|H 4 N|_,|?E|||

780

Job Record Toolbar

When you add or open a job record, a toolbar also always appears on that record. This toolbar is located between
the job record’s menu bar and its tabs. It is also designed to give you quick access to commands and functions you
use most often.

|ESaveandEluse'|n|N 1 b H|| ?'|ﬁ'
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Volunteer Tab and Job Record Toolbar Buttons

This is a list of toolbar buttons appearing on your volunteers’ constituent records and your job records. Not all
buttons appear on each record.

[ save and Close -

Save and close the record (Save and New can be accessed from the down arrow beside Save and Close. Use Save and New to
save the record, close the saved record and open a new record.)

(]

Save the record and keep the record open

=]

Print labels, envelopes, a constituent profile, or an individual profile (constituent record only)

]

Preview labels, envelopes, a constituent profile, or an individual profile (constituent record only)

Create a letter from the constituent record (constituent record only)

(4]

o to the first record

[]

o to the previous record

]

o to the next record

[#]

o to the last record

]

o to records associated with this constituent record (constituent record only)

pen the relationship tree (constituent record only)

dd or open the annotation (constituent record only)

[q)] o o

[q]

o

o

>

>
&

dd this record to your favorite list

Open the Properties screen
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Validate, correct, and certify the constituent address. This toolbar button appears only if you have AddressAccelerator, our
address correction data service. (constituent record only)

[2-]

Access help from online help files, user guides, online support, or the Blackbaud Web site

Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only if you use the optional module VBA for Advanced Customization.

-

View the constituent record in Microsoft Internet Explorer in your custom view mode. (constituent record only)

For more information about menu bars and toolbars, see the Program Basics Guide.

User Options for the Volunteer Tab

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you are
using. User options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. You can establish user options by selecting Tools, User Options from the menu bar on the shell
of The Raiser’s Edge. When the Options screen appears, select the Records tab.

Options |
Administration | Calar | Brirting | File Lacations | Membership Scanning |
General | Home Records | Euemn | Expart | Reportz | tail | Batch
[IJL. * ou can uze these options to set personal preferences for each record type,
Irfdirijf‘e_': il b Detault tab:
e Individual bitle bar -
Organizations I Bio 1 j
i Organization title bar Check these tabs far data:
E'”? Individuals
EctanS: v “olunteer -
Famdpalgns [ Prospect
uno= [ Membership
- GL account numbers
[T Events -
Appeals
M emberships i .
Johs “ou can chooge how ko enter constituent names when entering
conztituents on other records,
Events
L Geating Constituent name format; | First name Last name j
Participants
Mizcellaneous “ou can chooge to show constituencies or memberships on the
Bio 1 of constituent records,
" Show constituencies € Show memberships ™ Mone

Reszet to System Defaulks aF. I Cancel Apply
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You can establish certain user options for the Volunteer tab by setting up user options for individual constituent
records. Once you establish these individual constituent user options, your homework for the Volunteer tab is
done. For example, you can decide what tab appears automatically when you add or open an individual
constituent record. If you want the Volunteer tab to appear each time you open a constituent record, select it.
You can select the tabs you want the program to check for data. On each selected tab, a red check mark appears
so you know immediately if a tab contains any information. Therefore, if you select the Volunteer tab, a red check
mark appears on that tab when you enter volunteer information.

By setting up user options for individual constituent records, you can also decide how you want the individual
constituent name to appear on the title bar of each constituent record and how you want the constituent name
to appear on the title bar of other records. For detailed instructions on how to set up user options for individual
constituent records, see the User Options chapter of the Program Basics Guide.

User Options for Job Records

Remember from the previous User Options for the Volunteer Tab section, user options are preferences you set
that affect how The Raiser’s Edge looks and runs on the workstation you are using. User options are
login-specific, which means that if you log into any workstation using your password, your preferences are active
on that workstation. When you log off that workstation, your preferences are not active for any other user. You
can establish user options for your job records the same way you establish user options for the Volunteer tab. You
first need to select Tools, User Options from the menu bar on the shell of The Raiser’s Edge.

» Establishing user options for job records
1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

appears.
Options E2 |
Adriniztration I Calor | Printing I File Locations I tMemberzhip Scanning I

General I Home Recards | Buerny I Export I Fieparts I Hail I Batch

=
HIL " You can uze these options to set personal preferences for each record type.

Individuals Default kab:
oo Irdiveidual tithe bar
UOrganizations I fieneral j
‘- Organization tite bar Check these tabs for data:
Giftz Jobz I
f-‘«ctmng ¥ General
Campaigns ¥ Details
FgundS W Volunteers
Gl account numbers 7 Attributes
Appeals
tdemberships
é._ |:|t|:5:
E_vents
‘- Seating
Participants

Mizcelaneous

Fieset to System Defaults 0k I Cancel Apply

Select the Records tab.
From the tree view on the left, select Jobs. The job record selections appear on the right.

In the Default tab field, select the tab you want to appear automatically when you add or open a job
record.
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Tip: To save time, in the Jobs box, you can right-click and Deselect All or Select All the checkboxes.

5. In the Jobs box, mark the checkbox by the tabs you want the program to search for data. On your job
records, a red check mark will appear on each selected tab when you add data.

6. Click Apply to apply and save your changes or click OK to save your changes and close the Options screen.
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Volunteer Records

A volunteer is a person who voluntarily undertakes a task, or a specialized piece of work, for an organization or
event. Perhaps your organization is holding a walk-a-thon and several members of the community offer to hand
out registration packets the morning before the race and another individual offers to take photos of the event for
your newsletter. Perhaps your organization is sending out its annual membership mailing and a group of people
involved with your organization offer to fold letters and stuff envelopes. The individuals who give their time to
your organization, or your organization’s events, and request no pay in return are volunteers.

In The Raiser’s Edge, the first part of The optional module Volunteer Management involves entering information
about your volunteers on the Volunteer tab of their constituent records. When you enter information on a
Volunteer tab, the constituent becomes active in The Raiser’s Edge as a volunteer for your organization.

= David B. Murphy

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|"|2'|@E| | ?'|§'|' |

v Binl | v Bin 2 I v Addiesses | Addressees/Salutations | v Relationships I v Appeals | Motes I v Giftz
W Attributes | Media | v Actions | HanarAMemarial v Prospect | Membership | Events
'\’h e nET P DEEE
ak Yolunteer Types |
Suzl_lflcigons. Neod Type | Skatus | startpate | EndDate Reason Firished |
edical/Special Needs - ]
Availabilitpdnterests | |Lawn Maintenance Ackive 03/16/2006
Jab Azsignments -
Time Sheets
Awards
M anidate Info
Checklist
Z Summary
— Emergency Contact Wehicle Infarmation
Mame: IMargaret Murphy ¥ Personal vehicle available for use
R elation: IWife j ehicle Type: ITruck j
Phone: |B1 7-5h5-8814 Comment: ICan use truck for volunteer work

From a Volunteer tab, you can assign volunteer types, define qualifications a volunteer needs for certain jobs,
keep track of your volunteer’s medical information and other special needs, determine when a volunteer can
work, and match his special interests with certain jobs. You can also create checklists of tasks a volunteer needs
to complete before starting a job. You can track awards given to a volunteer by your organization, the amount of
service needed to obtain these awards, and the next award a volunteer should receive if he completes the
required amount of service. All this and much more is tracked on the Volunteer tab of a constituent record!
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When you add information on the Volunteer tab of your volunteers’ constituent records, keep in mind that you
can assign each of these volunteers to jobs you create in your database. Once you add job records to your
database, you can manually find a job and assign it to a volunteer by using the New Job Assignment button on
the Volunteer tab of his constituent record.

< Susan E. McDonald

[ Qualiications
5 Medical/Special Meeds
[ Availability| nterests
ks
[ Time Sheets
5 Awards
5 Mandate Infa

CPR Class Instruckor CPR Instruckor, R 07} 10/2004 07f10/2004  Community Service

[ Checklist
Z Summary
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You can automatically find jobs and assign them to a volunteer by using the Find Jobs button on the same tab.

< Susan E. McDonald

B FiFind Jobs

| Posion | StartDate | EndDate | Department |

B Qualifications

5 Medical/Special Meeds
5 Availahilityd|nterests

B Jo ehts

[ Time Sheets

5 Awards

5 Mandate Infa

) Checklist

Z Summary

CPR. Class Instruckor CPR. Inskruckor, RMN 07/10/2004 07/10/2004  Community Service

If you plan on using the Find Jobs button to automatically find jobs and assign them to a volunteer, you should
enter information on the Volunteer tab and your job records consistently. If information on the Volunteer tab
does not match information on your job records, you can limit your ability to find jobs when using this button.

Manually finding a job and assigning it to a volunteer is discussed later in this chapter. Automatically finding jobs
and assigning them to a volunteer by using the Find Jobs button is also discussed later in this chapter.
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General Information on the Volunteer Tab

When you start tracking a constituent in your database as a volunteer, a good starting point is to enter general
information on the Volunteer tab. General information encompasses volunteer types, the beginning and ending
dates of a constituent’s volunteer service, an emergency contact, and if the volunteer has a personal vehicle
available for volunteer use.

== Mark D. Adamson
File Edit “iew Constituent Letter Favortes Tool: Help
ESaveandClose‘|u|§'|ﬁ"|N i b N|—>|2'|‘P°El||| ?'|§'|' |
v Bio1l I v Bin 2 I v Addiesses I v AddrezseesS alutations | v Relationships | v &ppeals | v MNotes | v Gifts
v Aftributes | v Media | v Actiohs | Haonor/Mermarial v Yolunteer | v Prozpect | » Membership | w Events
13 el IGEn o DEEE (Y
B General Yolunteer Types |
E{uzl_lﬂcs%ons. Noed Type | Status | startpate | EndDate Reason Firished |
edical/Special Needs y -
- Gift Shop Staff ALk 03162006
Avvailabilityd| rterests =it =hop St EHve 18/
Job Assignments | |General Active 01/0172004
Time Sheets |_|Computer Operator Active 01/01/2003
Awards
M andate Info
Checklist
Z Summary
— Emergency Contact Wehicle Information
I arme: |Mark D Adamzon, Jr. W Persanal vehicle available for use
Relation: IFather ﬂ Wehicle Type: ICar j
Fhone: |843-555-B320 Camment: I\-\-"ill use car for voluntesr work.

Volunteer Types and Statuses

Volunteer type denotes the capacity in which a volunteer can serve your organization. It denotes the kind of
volunteer you need. For example, Ashley Ziegler, a volunteer with your organization, works in your medical clinic.
You assign a Type of “Medical Staff” in the Volunteer Types grid on the Volunteer tab of her constituent record. A
volunteer can be multiple types. For example if Ashley also starts volunteering in your business office, you can
add another Type of “Business Office Staff” in the Volunteer Types grid.

Yolunkeer Types

Tvpe

Skatus

I Skart Datel End Date I Reason Finished

Medical Staff

Ackive

04032000 12/01/2005 Moved away

Volunteer status denotes whether a volunteer is active or not. A volunteer can have different statuses for each
type. For example, Shannon Thompson, a volunteer at your organization, is assigned two volunteer types: Gift
Shop Staff and Business Office Staff. Shannon is currently working in the gift shop and has discontinued working
in your business office. She worked in your business office regularly last year. In the Volunteer Types grid, you
can assign the status of Active in the Status column on the same row as the Gift Shop Staff type and a status of
Inactive on the same row as the Business Office Staff type.
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In the Volunteer Types grid, you can enter a Start Date that indicates when the volunteer started volunteering as
a particular type. You can also enter an End Date if the volunteer is no longer volunteering as a particular type. If
a volunteer is no longer volunteering as a particular type, it can be helpful to enter a Reason Finished.

» Adding volunteer type and status information on the Volunteer tab

You can add volunteer type and status information for a constituent by selecting General from the list on the
left of the Volunteer tab and entering information in the Volunteer Types grid on the right.

Scenario: Your historical society runs a gift shop where proceeds benefit your organization’s historical
properties. Mark Adamson is an active volunteer in your gift shop. He started volunteering on
September 4, 2002. Enter this information in the Volunteer Types grid on the Volunteer tab of Mark’s
constituent record.

Note: You can delete a row from the Volunteer Types grid on the Volunteer tab. Select the row, and
right-click. A submenu appears. Select Delete row. A message appears, asking if you are sure you want to
delete the row. Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row
appears above the row you select.

1. From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

Warning: If you plan on using the Find Jobs button to automatically find jobs and assign them to a volunteer,
we recommend you enter a Volunteer type on a job record only if a type is required by your organization. If a
volunteer can be one of several types to perform a job, you can actually eliminate volunteers when using this
button because the information becomes required criterion.

2. From the list on the left, select General. The Volunteer Types grid and Emergency Contact and Vehicle
Information frames appear on the right.

== Mark D. Adamson

File Edit “iew Constituent Letter Favortes Toolz Help
ESaveandElose‘|u|§'@'@'|N 1« » N|—’|2'|?E| | ?'|&'|' |

v Biol I v Bio2 I v Addiesses I v Addressees/Salutations | v Relationships I v Appeals I v Motes I v Gifts I

v Attributes I v Media I v Actions I Honor/temarial v Yolunteer | v Prospect I v bembership I v Events
T O e
EG ol Yolunteer Types I
E‘I adl.lflcstrlions. | Nesd Type I Status I Start Date I End Date Reason Firished I
EaIcal pecial Needs N
P el | Ack 01/01/2003
3 Awailabilityrkerests |_Juenera e o1y
Job Assignments | |Computer Cperatar Active 01012003
Time Shests | #|Gift Shap Staff Active 03/16/2006
Awards
Mandate Info
Checklist
Z Summary
—Emergency Contact———————————————— [~ Wehicle Information
Narne: IMark [, Adamszon, Jr. ¥ Personal vehicle available for use
Relation: IFather j ‘ehicle Type: IEar j
Fhane: |843-555-832D Comment: IWiII use car for volunteer work.
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Note:

In the Volunteer Types grid, select “Gift Shop Staff” in the Type column. Type denotes the kind of
volunteer needed by your organization.

On the same row, select “Active” in the Status column. Status denotes whether the volunteer is active or
not. Mark is an active volunteer.

The Start Date in the first row of the Volunteer Types grid denotes when the volunteer began service at

your organization in general, as well as when he began service for this type of volunteer. The End Date and
Reason Finished columns in the first row of the Volunteer Types grid work the same way.

5. On the same row, enter the date 03/16/2006 in the Start Date column. Start Date denotes when Mark

began service as a volunteer with the Gift Shop Staff.

Because a volunteer can have a different begin and end date for each type, overlapping dates can appear
in the grid.

Leave the End Date and Reason Finished columns blank because Mark is presently working at the gift
shop.

If a volunteer is no longer serving your organization, you can enter an End Date and a Reason Finished.
To save the type and status information and close Mark’s constituent record, click Save and Close on the
toolbar.

Emergency Contact Information

When a volunteer starts working at your organization, it is a good idea to track the name and phone number of
someone to contact in case of an emergency. You can also notate how the contact is related to the volunteer.

= Emerngency Contact

M ame: |Mar_-,- Ann &damson

Relatian: IS izhar j
Phone: |e43-555-?n?n

» Adding emergency contact information

You can add emergency contact information for a volunteer by selecting General from the list on the left of
the Volunteer tab and entering information in the fields of the Emergency Contact frame on the right.

Scenario: Your historical society runs a gift shop where proceeds benefit your organization’s historical
properties. Mark Adamson is an active volunteer in your gift shop. It is required you track an
emergency contact for every volunteer. Enter this information in the Emergency Contact frame on the

Volunteer tab of Mark’s constituent record.

From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.
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2. From the list on the left, select General. The Volunteer Types grid and Emergency Contact and Vehicle

Information frames appear on the right.

== Mark D. Adamson

File Edit Wiew Constituent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1« » N|—’|2'|?U||| ?'|&'|' |

v Biol I v Bio2 I v Addiesses I v Addressees/Salutations | v Relationships I v Appeals I v Motes I v Gifts I

v Altributes I v Media I v Bctions I Hanar/temaorial

v Yolunteer | v Prospect I v Membership I w Events

T =l R e e ﬂ

al

‘Wolunteer Types

3 2
Qualifications

Status

| startpate | EndDate

Reason Firished I

Type I
2] Medical/Special Meeds - -
Awailability/|nterests |_|aift Shop Staff Active
Job Azsignments |_|General Active
Time Sheets | | Compuker Operator Active
Awards
Mandate Info
Checklist
Z Summary

— Emergency Contact

03162006
0140172004
0140172003

Name: IMark D. Adamson, Jr.

Relation: |Father

Phone: [343-555-6320

Wehicle Information

[v Personal vehicle available for use

Wehicle Type: IEar

[~

Comment: IWiII use car for volunteer work.

In the Relation field, select “Father”

o v kW

the toolbar.

Vehicle Information

In the Phone field, enter the phone number 843-555-6320.
To save the emergency contact information and close Mark’s constituent record, click Save and Close on

In the Emergency Contact frame, enter “Mark D. Adamson, Jr.” in the Name field.

It can be important for an organization to track volunteers who have vehicles available for volunteer use. Perhaps
your organization delivers meals to elderly people in your community. A volunteer needs a vehicle to perform this
service. Perhaps the volunteers of your organization provide companionship and services to community
members who have less than a year to live. This service takes place in a patient’s home. The volunteers who
perform these services need a vehicle to travel to and from the patients’ homes. On the Volunteer tab, you can
track if a volunteer has a vehicle available for use, the vehicle type, and any comments you have concerning the

situation.

=Wehicle |nformation

[¥ Perzonal vehicle available for use

Wehicle Tope: IEar j

Comment: I"-.-'-.:"ill uze car for volunteer
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» Adding vehicle information

You can add vehicle information for a volunteer by selecting General from the list on the left of the Volunteer
tab and entering information in the fields of the Vehicle Information frame on the right.

Scenario: Your historical society runs a gift shop where proceeds benefit your organization’s historical
properties. Around holidays, you receive many requests to have gifts delivered. Mark Adamson, an
active volunteer in your gift shop, lets you know he is willing to use his personal vehicle to make
deliveries. Enter this information in the Vehicle Information frame on the Volunteer tab of Mark’s
constituent record.

1. From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

2. From the list on the left, select General. The Volunteer Types grid and Emergency Contact and Vehicle
Information frames appear on the right.

= Mark D. Adamson

File Edit “iew Constituent Letter Favortes Toolz Help
ESaveandElose‘|u|§' [&- @'| M 4 » M | = | 2'|? U||| ?'|&'| El |

v Biol I v Bio2 I v Addiesses I v Addressees/Salutations | v Relationships I v Appeals I v Motes I v Gifts I

v Altributes I v Media I v Bctions I Honor/temarial v Yolunteer | v Prospect I v Membership I w Events
T =l R e e ﬂ
k] ‘Wolunteer Types I
5“:'_'f'csg°ns_ Newd Type I Status I Start Date I End Date Reason Firished I
EaIcal pecial Needs N N
P Gift Shop Staff Ack 03162006
3 Awailabilityrkerests = Shop A © fve 16
Job Assignments | General Active 01/01/2004
Time Sheets | |Computer Cperatar Active 01/01/2003
Awards
Mandate Info
Checklist
Z Summary
—Emergency Contact———————————————— [~ Wehicle Information
Mame: IMark 0. sdamsan, Jr. ¥ Personal vehicle available for use
Relation: [Father =] ||| ehicle Type: [Car =l
Fhane: |843-555-832D Comment: IWiII use car for volunteer work.

| |
3. Inthe Vehicle Information frame, mark the Personal vehicle available for use checkbox because Mark

lets you know he is willing to use his own truck for volunteer work.

In the Vehicle Type field, select “Car”. This is the type of vehicle Mark owns.

5. In the Comment field, enter “Will use car for volunteer work.” You may decide to track information like
the vehicle model, make, or license plate number.

6. To save the vehicle information and close Mark’s constituent record, click Save and Close on the toolbar.
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Qualifications on the Volunteer Tab

Qualifications are the skills, experience, courses, and training a volunteer must have to qualify, or be accepted, as
a volunteer for the jobs at your organization.

== Harmns F. Sadler
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Note: If you use the Find Jobs button to automatically find jobs and assign them to a volunteer, the volunteer
potentially qualifies for jobs that match his skills, experience, courses, and training.

For example, your humanitarian organization sponsors a program where you build homes for families in need. To
accomplish your mission, you need a lot of volunteers with a lot of different skills. Some of the volunteer skills
you are looking for are carpentry, plumbing, roofing, and painting skills. If a volunteer has any of these skills, you
should track them in the Skills and Experience grid on the Volunteer tab of the volunteer’s constituent record.

Perhaps your humanitarian organization is going to foreign countries to accomplish the same mission. Before
your volunteers travel to any foreign country, you require they take several courses to learn about the
environment and culture in which they will work. On the Volunteer tab, you can track the required courses and
the dates your volunteers took the courses in the Courses and Training grid on the Volunteer tab of the
volunteer’s constituent record.
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Skills and Experience on the Volunteer Tab

On the Volunteer tab, you can track a volunteer’s skills and experience in the Skills and Experience grid. In this
grid, you should enter a Description. Perhaps you have volunteers who are medical professionals and have
specialized training. Perhaps you have volunteers who have photography, editing, computer networking, or data
entry skills. If you are holding a CPR class, you need professionals with lifesaving skills. If you are teaching classes
in an ethnic community, you may need volunteers with foreign language skills.

Skills and Experience

Descriptiu:unl Skill Lesvel I License Typel License ND.I Expires I Comrments

Zarpenter  Licensed  SC

14575

04032008 Mark does beau. ..

After you enter a Description, you should enter a Skill Level. Skill levels can range from expert, professional, and
highly skilled to minimally skilled. If you are tracking experience such as medical training, you may need to track a
License Type. For example, license types can include RN or LPN if you are tracking a license type for a nurse. If you
track a License Type, there is a column for the License No. and another to track when the license Expires. Like

many grids in The Raiser’s Edge, a Comments column exists. You can enter things you want to remember about
the volunteer or his skills and experience.

» Adding skills and experience on the Volunteer tab

Note: From Reports, you can run a Volunteer Skills and Experiences report that lists your volunteers with a
description of their skill and experiences, skill level, and license information. For more information, see the

Reports Guide.

You can add a volunteer’s skills and experience by selecting Qualifications from the list on the left of the
Volunteer tab and entering information in the Skills and Experience grid on the right.

Scenario: Your health organization is offering free blood pressure screenings to the community.
Because this is such a beneficial community service, Mark Adamson, a registered nurse, has
volunteered to take blood pressures at the screening. On the Volunteer tab of Mark’s constituent
record, track his skills and experience that are beneficial to your organization.

1. From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

Note: You can delete a row from the Skills and Experience grid on the Volunteer tab. Select the row, and
right-click. A submenu appears. Select Delete row. A message appears, asking if you are sure you want to
delete the row. Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row
appears above the row you select.
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2. From the list on the left, select Qualifications. The Skills and Experience and Courses and Training grids
appear on the right.

== Mark D. Adamson
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Description I Skill Level | License Type | License Mo, | Expires Comments
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Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can always
type your entry directly into the field if you have security rights established. A message appears, asking if you
want to add the entry to that table. Select Yes. Even though you can add a table entry from a field with a
drop-down list, for data entry consistency, we recommend you establish your table entries from the Tables link
of Configuration. For information about setting up tables, see the Configuration & Security Guide.

3. Toidentify Mark'’s skills, in the Skills and Experience grid, select “Medical Professional” in the Description
column.

4. To quantify the skill, select “Nurse” in the Skill Level column of the same row. Mark is a nurse in the
medical profession.

In the same row, select “RN” in the License Type column.
In the License No. column, enter “SC4092A".

Because Mark’s nursing license does not expire as long as he is practicing, leave the Expires column of the
same row blank.

In the Comments column of the same row, enter “10 years service as a medical professional”.
9. To save the information and close Mark’s constituent record, click Save and Close on the toolbar.
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Courses and Training on the Volunteer Tab

On the Volunteer tab, you can track a volunteer’s courses and training in the Courses and Training grid. In this
grid, you should enter a Course Name. Perhaps you need to track that a volunteer took your Volunteer
Orientation, Health and Sanitation, or First Aid class. Or, you may need to track that a volunteer took a CPR,
Advanced Lifesaving, or Local History course. You can enter the Start Date and End Date of the class or course
and the Instructor who taught it. If a Certification was earned, you can enter the name, the date the certification
Expires, and any Comments you have concerning the volunteer, class, or course.

Courses and Training
Course Mame I Skart Datel End Date IInstructu:urI CertiFicatiDnI Expires
Advanced Lifesaving 06/05/2005 06/09/2005 Max Horn  Lifequard  06/09)2009

» Adding courses and training on the Volunteer tab

Note: From Reports, you can run a Courses and Training Report that lists your volunteers by courses and
training, with the date the volunteer enrolled, the instructor, and the certificate information. For more
information, see the Reports Guide.

You can add courses and trainings a volunteer has undertaken by selecting Qualifications from the list on the
left of the Volunteer tab and entering information in the Courses and Training grid on the right.

Scenario: Your health organization is offering free blood pressure screenings to the community.
Because this is such a beneficial community service, Mark Adamson, a registered nurse, has
volunteered to take blood pressures at the screening. On the Volunteer tab of Mark’s constituent
record, track the courses and training he has undertaken that are beneficial to your organization.

1. From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

Note: You can delete a row from the Courses and Training grid on the Volunteer tab. Select the row, and
right-click. A submenu appears. Select Delete row. A message appears, asking if you are sure you want to
delete the row. Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row
appears above the row you select.



VOLUNTEERS 35

10.

From the list on the left, select Qualifications. The Skills and Experience and Courses and Training grids
appear on the right.

== Mark D. Adamson
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| Medical Professional Murse RM SCA0924 10 years service ...

Courses and Training

Course Namel Start Date I End Date I Instructar Certificatioﬁ\_l Expires I Comments
PR 03/16/2005 09/16/2... |Dr. Kaplan CPR Instructor 09/16/2006 One yvear license

In the Courses and Training grid, select “CPR” in the Course Name column.
In the Start Date column of the same row, enter the date 03/16/2005.

In the End Date column of the same row, enter the date 09/16/2005. The course was spread out of six
months.

In the Instructor column of the same row, enter “Dr. Kaplan”.

In the Certification column of the same row, select “CPR Instructor”. This is the certification the volunteer
earned after completing the class.

In the Expires column of the same row, enter the date 09/16/2006. This is the date the certification expires
and must be renewed.

In the Comments column of the same row, enter “One year license”.
To save the information and close Mark’s constituent record, click Save and Close on the toolbar.
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Medical Information and Special Needs on the Volunteer Tab

You can easily track medical information for a volunteer on the Volunteer tab. Perhaps you have a volunteer who
has a medical condition that is imperative for you to know about. Perhaps your organization requires a volunteer
to have a TB test and a tetanus shot before he can work with your organization. You can track the names of the
immunization and test, the date the immunization and test were administered, and any comments you have
concerning either procedure.

<= Susan E. McDonald
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Note: If you use the Find Jobs button to automatically find jobs and assign them to a volunteer, the volunteer
potentially qualifies for jobs that match her medical information and special needs.

On the Volunteer tab, you can also track a volunteer’s special needs. For example, Susan McDonald, a volunteer
with your organization, has disabilities and needs wheelchair access. This type of information is beneficial for you
and your volunteer because it helps you schedule Susan’s work appropriately.
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Medical Information on the Volunteer Tab

On the Volunteer tab, you can track a volunteer’s medical information in the Medical Information grid. In this
grid, you should enter a Description. Perhaps your organization requires a volunteer to have a physical
examination, a TB test, or tetanus shot before she can start volunteering at your organization. If your volunteers
are going to foreign countries to work, perhaps they need additional vaccinations or medical procedures. After
you enter a Description, you can enter the Date the medical procedure took place and any Comments concerning

the procedure or the volunteer.

rMedical Information
Description I Drate I Comments
| |TE Test 03/22[2006 Meqgative
Tetanus shot 03/22)2006 Good For 10 vears without injury

» Adding medical information on the Volunteer tab

You can add a volunteer’s medical information by selecting Medical/Special Needs from the list on the left of
the Volunteer tab and entering information in the Medical Information grid on the right.

Scenario: Your organization runs a community center. You have volunteers who come in during the
week to assist with office work. Before volunteers can initially start work at the center, you require
they have a TB test and a tetanus shot. Susan McDonald is slated to start volunteering in the office
next month. You mailed her a checklist of requirements to complete beforehand. Susan just faxed you
proof of both the immunization and the TB test. Track the name of each and the dates they were given

on the Volunteer tab of Susan’s constituent record.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.

Note: You can delete a row from the Medical Information grid on the Volunteer tab. Select the row, and
right-click. A submenu appears. Select Delete row. A message appears, asking if you are sure you want to
delete the row. Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row

appears above the row you select.
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2. From the list on the left, select Medical/Special Needs. The Medical Information and Special Needs grids
appear on the right.

== Sugan E. McDonald
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In the Medical Information grid, select “TB test” in the Description column.
In the Date column, on the same row, enter the date 03/16/2006.
In the Comments column, on the same row, enter “Negative”.

In the next row of the Medical Information grid, select “Tetanus shot” in the Description column.
In the Date column, on the same row, enter the date 03/16/2006.
In the Comments column, on the same row, enter “Good for 10 years”.

N

To save the medical information and close Susan’s constituent record, click Save and Close on the toolbar.

Special Needs on the Volunteer Tab

On the Volunteer tab, you can track a volunteer’s special needs in the Special Needs grid. In this grid, you should
enter a Description. Perhaps certain volunteers need a baby-sitting service before they can volunteer with your
organization. Perhaps you have a blind volunteer who needs her reading materials in Braille, a deaf volunteer
who requires sign language as his main source of communication, or a volunteer who needs her instructions in
another language. After you enter a Description, you can enter additional Comments. This information helps you
schedule your volunteers appropriately.

Special Needs

Description I Comments

Baby-sitting service Always needs a baby-sitting service,
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» Adding special needs on the Volunteer tab

You can add a volunteer’s special needs by selecting Medical/Special Needs from the list on the left of the
Volunteer tab and entering information in the Special Needs grid on the right.

Scenario: Your organization is a small museum and you have volunteers who come in during the week
to assist with office work. Susan McDonald, a new volunteer, has disabilities and needs wheelchair
access. Track Susan’s special needs on the Volunteer tab of her constituent record.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.

Note: You can delete a row from the Special Needs grid on the Volunteer tab. Select the row, and right-click. A
submenu appears. Select Delete row. A message appears, asking if you are sure you want to delete the row.
Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row appears above the

row you select.

2. From the list on the left, select Medical/Special Needs. The Medical Information and Special Needs grids
appear on the right.

== Sugan E. McDonald
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3. In the Special Needs grid, select “Wheelchair access” in the Description column.
In the Comments column, on the same row, enter “Volunteer needs a wheelchair ramp.”
5. To save the special needs information and to close Susan’s constituent record, click Save and Close on the

toolbar.



40 CHAPTER

Availability and Interests on the Volunteer Tab

To organize your volunteer program effectively, it is imperative to know the dates, days, and times each
volunteer is available to work. It is also helpful to know each volunteer’s particular interests so you can assign
them to enjoyable tasks. You can track volunteer availability and interests on the Volunteer tab of a constituent
record.

== Sugan E. McDonald
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For example, your organization runs an animal shelter. Dianne Daniels, a volunteer at the shelter, lets you know
she can work every Saturday this year, from noon until 4:00 p.m. She also lets you know she is interested in either
walking dogs or greeting guests and taking them back to see the animals. On the Volunteer tab, you can track
both Dianne’s availability and her particular assignment interests.

Volunteer Availability

On the Volunteer tab, you can track a volunteer’s availability to work in the Volunteer Availability grid. In this
grid, you should enter a From Date and a To Date. A year is not required in the date fields because a volunteer
may work the same dates year after year. You can enter the Day a volunteer is available to work and also a Start
Time and an End Time. For example, Gigi Legare, a student, volunteers every year as a lifeguard at your summer
camp. She lets you know she is available to work at camp every Saturday, from 9:00 a.m. until 5:00 p.m. this
summer.

Yolunkeer Availability
From Date I To Date I Day I Skart Time I End Tirme:
06)01 0531 Saturday 2:00 AM 5:00 PM

If a volunteer is only available once, you must enter the same date in both the From Date and To Date columns.
Perhaps you have a professional athlete who is coming one afternoon to give a drug prevention talk to the
children who are attending your summer camp. Enter the date she is coming in both fields.
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Adding volunteer availability on the Volunteer tab

You can add volunteer availability by selecting Availability/Interests from the list on the left of the Volunteer
tab and entering information in the Volunteer Availability grid on the right.

Scenario: Susan McDonald volunteers her services to your organization. She lets you know she can
work every Sunday afternoon, from noon until 3:00 p.m., all year. You need to track Susan’s availability
on the Volunteer tab of her constituent record.

Note: If you use the Find Jobs button to automatically find jobs and assign them to a volunteer, the volunteer
potentially qualifies for jobs having a start and end date that falls within the volunteer’s start and end date.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.

Note: You can delete a row from the Volunteer Availability grid on the Volunteer tab. Select the row, and
right-click. A submenu appears. Select Delete row. A message appears, asking if you are sure you want to
delete the row. Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row

appears above the row you select.

2. From the list on the left, select Availability/Interests. The Volunteer Availability and Assignment
Interests grids appear on the right.

== Sugan E. McDonald
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3. Inthe Volunteer Availability grid, enter the date 01/01 in the From Date column and 12/31 in the To Date
column. Susan is available to work all year.

4. In the Day column of the same row, select “Sunday”.
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5. In the Start Time column of the same row, enter “12:00 PM”, and in the End Time column, enter “3:00
PM”.

6. To save the availability information and to close Susan’s constituent record, click Save and Close on the
toolbar.

Assignment Interests

On the Volunteer tab, you can track a volunteer’s assignment interests in the Assignment Interests grid. In this
grid, on separate rows, you should enter each interest a volunteer has. For example, Rebecca Mitchell, a student
who volunteers annually at your summer camp, lets you know she is interested in volunteering as a camp
counselor and she wants only to work with children. You should enter each of these interests separately.

Assignment Interests

| |<amp Zounselor
Childrenauth

Note: If you use the Find Jobs button to automatically find jobs and assign them to a volunteer, the volunteer
potentially qualifies for jobs that match his assignment interests.

» Adding assignment interests on the Volunteer tab

You can add volunteer assignment interests by selecting Availability/Interests from the list on the left of the
Volunteer tab and entering information in the Assignment Interests grid on the right.

Scenario: Susan McDonald volunteers her services to your organization. She expresses an interest in
working with the Office Staff and the Newsletter Staff. Track this information so you can assign Susan
to tasks she enjoys.

Note: You can delete a row from the Assignment Interests grid on the Volunteer tab. Select the row, and
right-click. A submenu appears. Select Delete row. A message appears, asking if you are sure you want to
delete the row. Click Yes. You can also insert a row by selecting Insert row from the submenu. The new row
appears above the row you select.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.



VOLUNTEERS 43

2. From the list on the left, select Availability/Interests. The Volunteer Availability and Assignment
Interests grids appear on the right.

== Sugan E. McDonald
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3. In the Assignment Interests grid, select “Office Staff”.
4. |n the next row, select “Newsletter Staff”.

5. To save Susan’s interests and close her constituent record, click Save and Close on the toolbar.

Job Assignments on the Volunteer Tab

Warning: Remember that the Volunteer tab is on a constituent record and the Volunteers tab is on a job
record.
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You can find jobs in your database and assign them to a volunteer from the Volunteer tab of his constituent
record. As you assign jobs to a volunteer, each job assignment lists in the Job Assignments grid on the Volunteer
tab of the constituent record and on the Volunteers tab of the job record itself. This allows you to track present
and past job assignments in both places.

<= Susan E. McDonald
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For detailed information about job records, see “Jobs” on page 81.
Manually Assigning a Job to a Volunteer

Note: Do not confuse job assignments with time sheets. You should assign a volunteer to particular jobs. Then,
you can fill out time sheets for the volunteer. A time sheet tracks the hours a volunteer worked on a particular
day at a particular job assignment.

You can manually find a job in your database and assign it to a volunteer by selecting Job Assignments from the
list on the left of the Volunteer tab and clicking New Job Assignment on the action bar above the list. Before you
can manually find a job and assign it to a volunteer, you must first add job records to your database. For more
information about adding job records to your database, see “Jobs” on page 81.
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» Manually finding a job and assigning it to a volunteer on the Volunteer tab

Scenario: Susan McDonald, a hardworking volunteer, is starting a new job at your organization. Having
heard you need volunteers for a computer job in your business office, she lets you know she can work
a day during the week at this job. You both agree on Wednesday evenings from 5:00 p.m. until 7:00
p.m. Add the computer job assignment on the Volunteer tab of Susan’s constituent record.

Note: When you manually assign a job to a volunteer on the Volunteer tab, you can assign as many jobs as you
want, but you have to assign them one at a time. If you prefer to find multiple jobs and assign them to a

volunteer from the Volunteer tab, you can use the Find Jobs button. For information about using the Find Jobs
button, see“Automatically finding jobs and assigning them to a volunteer from the Volunteer tab” on page 48.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

2. From the list on the left, select Job Assignments. The Job Assignments grid appears on the right.

== Sugan E. McDonald
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3.

On the action bar above the grid, click New Job Assignment. The New Job Assignment screen appears.

Mew Job Assignment for Susan E. McDonald
Eil= Edit “iew JobAssignment Help
[ Save and Close - | [ X| 4 b | PN ‘
Jok: ICDmputel E
Status: & Aszsighed ¢ Flequested o I El
Department: IBusiness j Position: IData Entry Clerk,
Location; I'I 5 Franklin Avenue j Task: IData Entry j
Categorny: Ifoice Staff j Yalunteer tupe: ICDmputel Operatar j

Start date:|U3f’15a’2005 I Start time:|5ZUU P Sgpervisor:lMamhaHHa_'r'ES

End glate:l I End time:I?ZUU P Diay of ﬂeek:ITuesda}l j
[ Letter sent ar: I El
Motes; |Susan can work extra hours if needed. ;I

Warning: When you search for and locate the job, the Job, Category, Position, and Volunteer type appear
automatically on the Job Assignment screen. This information defaults on the Job Assignment screen from the
job record. You can change the information that defaults into these fields.

4.

In the Job field, click the binoculars to access the Open screen so you can search your database for the
Computer job. When you find and select the Computer job, the Job, Category, Position and Volunteer
type appear on the Job Assignment screen. For detailed information about the Open screen, see the
Program Basics Guide.

For this procedure, do not change the information that defaults into the Category, Position and Volunteer
type fields.

For this procedure, leave Assigned marked in the Status field. The Assigned option is automatically
marked because you are physically assigning the job to Susan.

This option also works in conjunction with the RE:Volunteer component of NetSolutions. If you have the
RE:Volunteer component of NetSolutions, and Susan requests through your Web site that you assign her
to the Computer job, the Requested on option will be marked automatically. The date of the request will
be entered automatically in the accompanying date field.

Note: When you integrate The Raiser’s Edge with Blackbaud NetCommunity, a NetCommunity Job request
checkbox appears on the job assignment screen. This checkbox indicates whether the volunteer’s job request
was made on your Blackbaud NetCommunity Web site. When the volunteer job request transaction is
downloaded from Blackbaud NetCommunity, the checkbox is automatically marked. You can also manually
mark this checkbox when needed. For more information, see the Blackbaud NetCommunity Integration Guide.

7.
8.

10.

In the Department field, select “Business”. This is the department under which the job falls.
In the Location field, select “15 Franklin Avenue”. This is the location of the organization.

The same job can potentially exist within the same organization at different locations. The Location field
helps you differentiate between such jobs.

In the Start Date field, enter the date 03/15/2005. This is the date Susan starts the Computer job.

If an assignment lasts only one day or you know when a volunteer will complete an assignment, enter an
End Date on the Assignment screen. Susan is working indefinitely on the Computer job.

In the Start time field, enter “5:00 PM”.
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11. In the End time field, enter “7:00 PM”.

12. Leave the Letter sent on checkbox and accompanying date field unmarked. When you send Volunteer
Follow-up letters through Mail, this checkbox will be marked automatically. The date the letter is sent
through Mail will also be entered. If you are sending a single letter and want to notate that you sent the
Volunteer Follow-up letter yourself, you can mark this checkbox and enter the date manually.

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can always
type your entry directly into the field if you have security rights established. A message appears, asking if you
want to add the entry to that table. Select Yes. Even though you can add a table entry from a field with a
drop-down list, for data entry consistency, we recommend you establish your table entries from the Tables link
of Configuration. For information about setting up tables, see the Configuration & Security Guide.

13. In the Task field, select “Data Entry”. This is the actual task Susan will be performing.
14. In the Supervisor field, enter “Marshall Hayes”.

15. In the Day of week field, select “Tuesday”.

16. In the Notes box, enter “Susan can work extra hours if needed.”

This field can also work in conjunction with the RE:Volunteer component of NetSolutions. If you have the
RE:Volunteer component of NetSolutions, and Susan makes additional comments on your Web site about
her chosen job assignment, the comments can automatically default here.

17. To save and close the job assignment, click Save and Close on the toolbar. You return to the Volunteer tab
of Susan’s constituent record with the Computer job appearing in the Job Assignments grid.

Remember, Susan’s job assignment will also appear in the Job Assignments grid on the Volunteers tab of
the Computer job record.

Automatically Assigning Jobs to a Volunteer

You can automatically find multiple jobs and assign them to a volunteer by using the Find Jobs button on the
Volunteer tab of his constituent record.

When you use the Find Jobs button, you can assign only those jobs having criteria that matches criteria listed on
the Volunteer tab. Remember, too much criteria on the Volunteer tab or your job records can limit your ability to
find jobs.

To use the Find Jobs button effectively, the following criteria should be true on the Volunteer tab and your job
records.

Note: From Reports, you can run a Volunteer Match List that shows a match between volunteers and criteria
you select including qualifications and availability. For more information, see the Reports Guide.

L A volunteer Type in the Volunteer Types grid on the Volunteer tab of the constituent record must match the
Volunteer type on the General tab of the job record. If a volunteer type does not exist on both the constituent
record and the job record, there is a potential match. If a volunteer type exists on the constituent record, but
not the job record, there is no match.

() start Date and End Date in the Volunteer Types grid on the Volunteer tab of the constituent record must have
a range wide enough to accommodate the Start date and End date on the General tab of the job record. If
these dates do not exist on the constituent record or the job record, there is a potential match. The program
also considers the From Date and To Date in the Volunteer Availability grid on the constituent record when
checking for valid dates.

U All entries in the Description, Skill Level, and License Type columns of the Skills and Experience Required grid
on the Details tab of the job record must exist in the Description, Skill Level, and License Type columns of the
Skills and Experience grid on the Volunteer tab of the constituent record. If an Expires date is present in the
Skills and Experience grid on the constituent record, it must be later than the Start date on the General tab of
the job record. If you do not want to consider the Expires date, leave that column blank in the Skills and
Experience grid.
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L All entries in the Course Name and/or Certification columns of the Courses and Training Required grid on the
Details tab of the job record must exist in in the Course Name and/or Certification columns of the Courses and
Training grid on the Volunteer tab of the constituent record. (A course may exist without a certification and
vice versa. If a course and certification exist on the same row on the job record, the program considers them
related, and they must exist on the same row on the constituent record.) The Start Date in the Courses and
Training grid on the constituent record for each course/certification must be before the End date on the
General tab of the job record. The Expires date in the Courses and Training grid on the Volunteer tab of the
constituent record for each course/certification must be later than the Start date on the General tab of the job
record. If you do not want to consider the Expires date, leave that column blank in the Courses and Training
grid.

L All entries in the Description column of the Medical Information Required grid on the Details tab of the job
record must exist in the Description column of the Medical Information grid on the Volunteer tab of the
constituent record. The Date in the Medical Information grid on the constituent record must be before the
End date on the General tab of the job record.

U To exclude volunteers, all entries in the Special Need column of the Do Not Assign Volunteers Needing grid on
the Details tab of the job record must exist in the Description column of the Special Needs grid on the
Volunteer tab of the constituent record. If you leave information in the Special Needs grid on the constituent
record or information in the Do Not Assign Volunteers Needing grid on the job record blank, or if the
information in these two grids do not match, the volunteer can be assigned to the job.

L All attribute entries in the Category and Description columns of the Include Volunteers with these Attributes
grid on the Details tab of the job record must match attribute entries in the Category and Description columns
on the Attributes tab of the volunteer’s constituent record. If the attributes listed in the Include Volunteers
with these Attributes grid on the Details tab of the job record exist on the Attributes tab of the constituent
record, there is a potential match.

L To exclude particular volunteers, if the attributes listed the Category and Description columns of the Include
Volunteers with these Attributes grid on the Details tab of the job record exist in the Category and
Description columns on the Attributes tab of the volunteer’s constituent record, there is no match.

L All entries in the Assignment Interests grid on the Details tab of the job record must exist in the Assignment
Interests grid on the Volunteer tab of the constituent record. (You can have more assignment interests listed
on the Volunteer tab of the constituent record than on the Details tab of the job record, and still have a
match.) If assignment interests do not exist on the Details tab of the job record and Volunteer tab of the
constituent, there is a potential match.

L All entries in the Checklist Item grid on the Details tab of the job record must exist in the Volunteer Checklist
grid on the Volunteer tab of the constituent record. (You can have more checklist items listed on the Volunteer
tab of the constituent record than on the Details tab of the job record, and still have a match.) Date Completed
in the Volunteer Checklist grid on the Volunteer tab of the constituent record must be before the End date on
the General tab of the job record. If you leave Date Completed in the Volunteer Checklist grid on the
constituent record blank, the volunteer does not match because the program assumes the volunteer did not
complete the checklist.

U To include mandated volunteers, you must mark the Allow mandated volunteers checkbox on the General tab
of the job record. A mandated volunteer is indicated by the Start date and Date completed fields under the
Mandate Info section on the Volunteer tab of a constituent record. If a volunteer is a mandate during any part
of the date range on the General tab of the job record (Start date and End date), there is a potential match.

» Automatically finding jobs and assigning them to a volunteer from the Volunteer tab

Scenario: Jason Campbell calls and lets you know he wants to volunteer at your organization. You
enter necessary criteria on the Volunteer tab of his constituent record. Now, you need to match Jason
to the correct jobs. On the Volunteer tab of Jason’s constituent record, use the Find Jobs button to
automatically find jobs and assign them to him.

1. From Jason Campbell’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.
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Note: The Find Jobs button appears on the action bar at all times. Your selection in the list on the left does not
affect your ability to use this button to find jobs and assign them to a volunteer. In this scenario, we suggest
selecting Job Assignments from the list on the left before you use Find Jobs because the jobs you assign
appear in the Job Assignments grid on the right.

2. From the list on the left, select Job Assignments. The Job Assignments grid appears on the right.

<= Jagzon D. Campbell
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Note: From Reports, you can run a Job Assighnment Summary that provides a breakdown of hours worked by
your volunteers. The hours can be broken down into number of periods defined by you (up to 12 periods).
Names and addresses do not appear on this report. For more information, see the Reports Guide.

3. On the action bar, click Find Jobs. The Available Jobs screen appears.

Available Jobs for Jason D. Campbell E
= = 3] b
Assign? I Job Mame | Skart Date I End Date | Start Time I End Tirne I Departmerﬂ
Crowd Control (Walk-a-Thon)

Decorations (W alk-A-Thon)
Refreshments {alk-A-Thon)
Phone calls {alk-A-Thon)
Promotion Committee (Walk-A-..,
Lawn Care

Dinner Staff (Pasta Dinner {Pre. ..

Mailing Preparation _I;I
b

The Job Name appears on the Available Jobs screen and is locked. It defaults from the job record. You
cannot change the job name. Category and Position default on the Available Jobs screen from the job
record, also. You can edit the information that defaults into these two columns. You can add information
in any of the other columns. The columns on the Available Jobs screen are: Job Name, Start Date, End
Date, Start Time, End Time, Department, Location, Category, Position, Task, Supervisor, Day of Week,
and Notes. You must scroll to see the other columns.

l:l—l—l—l—l—l—l—l—l
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Tip: If you want to select all jobs in the grid on the Available Jobs screen, click Select All on the action bar
above the grid. If you want to unmark all check marks in the Assign? columns, click Deselect All.

4. Mark the checkbox in the Assign? column by the job(s) you want to assign to Jason. Once you mark a
checkbox in the Assign? column by a job, all columns in that row are unlocked so you can enter

information.
Available Jobs for Jason D. Campbell [ %]
Assign? I Job Mamne | Stark Date I End Dake | Start Time I End Tirne I Departmerﬂ
v Crowd Contral (Walk-A-Thon)
¥ Decorations (Walk-A-Thon)
[T Refreshments (Walk-a-Thon)
[T Phone calls (Walk--Thon)
r Promotion Committes (Walk-A-...
[T LawnCare
[T Dinner Staff (Pasta Dinner (Pre. ..
[T Mailing Preparation _ILI
O v

Tip: If the list of jobs on the Available Jobs screen is long, you can use the Find button on the action bar to
quickly search for a job you want to assign.

5. Enter a Start Date, End Date, Start Time, End Time, Department, Location, Task, Supervisor, Day of
Week, and Notes, depending on the information you use at your organization. You can accept the default
Category and Position or you can edit the information that appears.

Available Jobs for Jason D. Campbell E
= = & S

Assign? I Job Mame | Skart Date I End Date | Start Time I End Tirne I Departmelﬂ
Crowd Control (Walk-a-Thon) O7/31/2004 073102006  7:00 AM 4,00 PM Public Safe

Decorations (W alk-A-Thon) 07/30/2004  07/30/2006  3:00PM 6:00 P Maintenanc;

Refreshments {alk-A-Thon)

Phone calls {alk-A-Thon)

Promotion Committee (Walk-A-..,

Lawn Care
Dinner Staff (Pasta Dinner {Pre. ..

Mailing Preparation _I;I
b

Note: You can click Cancel on the action bar of the Available Jobs screen to return to the Volunteer tab if you
decide you do not want to assign a job to the volunteer.

l:I—I—I—I—I—I—I?I?I

6. On the action bar, click Assign Now to assign the selected jobs to Jason. If the job assignments match the
criteria on the Volunteer tab, you receive a confirmation message.

The Raizer's Edge E3

@ The zelected azsignments [2] have been created.

7. Click OK. The new assigned jobs now appear in the Job Assignments grid on the Volunteer tab of Jason’s
constituent record.
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Remember, Jason’s job assignments will also appear separately in the Job Assignments grid on the
Volunteers tab of each job record.

8. To save the job assignments and close Jason’s constituent record, click Save and Close on the toolbar.

Editing and Deleting Job Assignments on the Volunteer Tab

After you assign jobs to a volunteer, if you have security rights, you can open a job assignment in the Job
Assignments grid on the Volunteer tab of the constituent record for viewing or editing. You can also delete a job
assignment from the same grid. For information about security rights, see the Configuration & Security Guide.

» Editing a job assignment on the Volunteer tab

You can edit information on an existing job assignment if you have security rights established from the
Security link of Administration. For information about security rights, see the Configuration & Security Guide.

Scenario: Susan McDonald voluntarily works in your business office. She originally told you she could
work on Wednesday evenings from 5:00 p.m. until 7:00 p.m. She now lets you know she can work
from 5:00 p.m. until 8:00 p.m. Open the computer job assignment on the Volunteer tab of Susan’s
constituent record and change this information. If you have not assigned a job to Susan, see
“Manually finding a job and assigning it to a volunteer on the Volunteer tab” on page 45.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.
2. From the list on the left, select Job Assignments. The Job Assignments grid appears on the right.

== Sugan E. McDonald
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3. Inthe Job Assignments grid, select the Computer job you want to edit and click Open on the action bar
above the grid. The Job Assignment screen for Susan appears.

Job Assignment for Suzan E. McDonald E
Fil= Edit “iew JobAssignment Help
[ 5ave and Close - | [ )(| 4 b | P B ‘
a8
Status: @ Assigned  Reguested on: IW
Diepartment: IEusiness j Position: IData Entry Clerk
Location: I‘I 5 Franklin Avenue j Task: IData Eritry j
Categon: Ifoice Staff j Wolunteer tEpe;IEompuler Operator j
Start date: lm Start time: IW Supervizor IMalshaII Hayes
End date: lﬁ End time:lw Day of ﬂEEkZITUESda}' j
" Letter sent on: IW
Motes: |Susan can wark extra haurs if needed. ;I
[~
|Press F7 for Job search

4. |In the End time field, delete 7:00 PM and enter “8:00 PM” in the field.

Job Aszsignment for Suzan E. McDonald
Eil= Edit “iew JobAssignment Help
[ Save and Close - | [ X| 4 b | P |- ‘
Jok: ICDmputel QI
Status: & Aszsighed ¢ Flequested o I m[
Department: IBusiness j Position: IData Entry Clerk,
Location; I'I 5 Franklin Avenue j Task: IData Entry j
Cateqorny: IfoiCB Staff 7| velurteer ype: ICDmputel Operatar =]

Start date:|U3a’1EH2UUE Ell Start time:|5ZUU P Sgpervisor:lMamhaHHa_'r'ES

End date: I Ell End tirne: | X0 S Dap of week: I Tuesday j
[ Letter sent ar: I El
Motes; |Susan can work extra hours if needed. ;I

5. To save the changes and close the Job Assignment screen, click Save and Close on the toolbar. You return
to the Volunteer tab of Susan’s constituent record.

The changes you make to Susan’s Computer job assignment in the Job Assignments grid on the Volunteer
tab of her constituent record reflect on her job assignment in the Job Assignments grid on the Volunteers
tab of the Computer job record.
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» Deleting a job assignment on the Volunteer tab

If you are positive a job assignment is no longer needed on a constituent’s Volunteer tab and you have
security rights, you can delete the job assignment. For information about security rights, see the
Configuration & Security Guide.

Scenario: Orla McGrann calls to let you know she cannot work as a CPR Instructor for your
organization this year. From Orla McGrann’s Volunteer tab, delete the CPR Instructor job assignment.
If you have not added a job assignment see “Manually finding a job and assigning it to a volunteer on
the Volunteer tab” on page 45.

Warning: Remember that deleting is permanent. There is no “undo.” If you are going to delete a lot of job
assignments from The Raiser’s Edge database, you should have a complete backup of your database. To
successfully back up your data, you must first shut down the database.

1. From Orla McGrann’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

2. From the list on the left, select Job Assignments. The Job Assignments grid appears on the right.

== Orla A. McGrann
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3. Select the job assignment you want to permanently delete and click Delete on the action bar. The job
assignment opens and a message appears.

Job Assignment for Oila 5'

File Edit ‘“iew JobAszzignment Help
ESaveandClose'| = X| 14 b | ? '|§'

‘ Jiob: ICF'H Clazs Instructor EI CPR Training 5 ession
Statuz: (% Azsigned  Fequested c-n:l EI
Department: IEducation j Position: ICF'H Instructar, RN

Laefians IEmerg- The Raizer's Edge =] ﬁ
Catagaryz] Inchuc @ Are you sure you want to delete this Job Assignment record? ‘l
Start date: | 07410,
End date: [07/10. Yes | ITI ﬁ

" Letfersent om | ]|
Nates; ;I

|Press F7 for Job search

4. Click Yes. The job assignment disappears from the Job Assignments grid.

If you delete a job assignment in the Job Assignments grid on Orla’s Volunteer tab, her same job
assignment will disappear from the Job Assignments grid on the Volunteers tab of the job record.

5. To save the changes and close Orla’s constituent record, click Save and Close on the toolbar.

Time Sheets on the Volunteer Tab

Note: Do not confuse time sheets with job assignments. A time sheet tracks the hours a volunteer worked on
a particular day at a job assignment.
A time sheet summarizes the hours a volunteer worked at a particular job on a particular date and calculates the

value of that time. You can add a Volunteer time sheet by using the New Time Sheet button on the Volunteer tab
of a volunteer’s constituent record. From a time sheet, you can search your database for the job you assigned a

volunteer.
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Once you find the job, the job name, category, position, and volunteer type appear automatically on the time
sheet. This information defaults from the job record itself. On the time sheet, you can also track job information
such as the department under which the job falls, the location where the job took place, and the particular task
performed. The time sheets you create for a volunteer list in a grid on the Volunteer tab of the constituent
record.

== Mark D. Adamson

File Edit %iew Constituent Letter Favontes Tools Help
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General
Qualifications
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Medical/Special Needs | |soup Kitchen 11/17)2005  Community Service  Server Star Mission Shelter
Availabiliby/|rterests Soup Kitchen 11/03/2005  Community Service  Serwer Star Mission Shelter
Jaob Azsignments Saoup Kitchen 08f29/2005  Community Service  Server Star Mission Shelter
Parking Assistance 08§21f2005  Public Safety “alet Central Gardens
Awards Lawn Care 07092005 Maintenance Towing 15 Franklin Avenue
W andate Infa Lawn Care 06/04/2005  Maintenance TMowing 15 Franklin Averue
Checklist Cormputer 04/06/2005  Business Draka Entry Clerk 15 Franklin Avenue
F Summany Cormputer 12/15/2004  Business Draka Entry Clerk 15 Franklin Avenue
Soup Kitchen 08/22/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/15/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/08/2004  Community Service  Server Star Mission Shelter
Saoup Kitchen 03/01/2004  Community Service  Server Star Mission Shelter
Lawin Care 07/10/2004  Maintenance Maowing 15 Franklin Avenue
Lawin Care 05/z2/2004  Maintenance Mawing 15 Franklin Avenue
Computer 01/05/2004  Business Data Entry Clerk 15 Franklin Avenue

» Adding a time sheet on the Volunteer tab

Note: From Reports, you can run a Time Sheet Report that lists your volunteers and their assignments with
detailed information about hours worked at each assignment and the value of the time worked. For each
volunteer, the report totals the hours for the period and prints a year-to-date total and a cumulative total. For
more information, see the Reports Guide.

You can add a volunteer time sheet by selecting Time Sheets from the list on the left of the Volunteer tab and
clicking New Time Sheet on the action bar.

Scenario: Your environmental organization held its annual Clean Up Our Neighborhoods day. Mark
Adamson, a volunteer at your organization, worked all day picking up trash from the streets and
common areas of his neighborhood. From the Volunteer tab of Mark’s constituent record, track the
hours he worked. The hours are important to you because your organization gives awards at the end
of the year to volunteers who work the most hours.

1. From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.
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Tip: You can quickly enter your time sheets in a batch. For more information about the batch entry of time
sheets, see the Time Sheet Batch chapter of the Batch Guide.

2. From the list on the left, select Time Sheets. The Time Sheets grid appears on the right, listing time sheets
from previous days Mark volunteered for your organization.

Mark D. Adamson
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Job Assignments Soup Kitchen 03/29/2005  Community Service  Server Star Mission Shelter
Parking Assistance 03/21/2005  Public Safety Walet Central Gardens
Aawards Lawn Care 07/09{2005  Maintenance TMowing 15 Franklin Avenue
Mandate Info Lawn Care 06/04/2005  Mainkenance Maowing 15 Franklin Avenue
Checklist Computer 04/06/2005  Business Data Entry Clerk 15 Franklin Avenue
¥ Summary Computer 12/15/2004  Business Data Entry Clerk 15 Franklin Avenue
Soup Kitchen 03/22/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/15/2004  Community Service  Server Star Mission Shelter
Soup Kikchen 05/08/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 030172004  Community Service  Server Star Mission Shelter
Lawn Care 07/10f2004  Maintenance TMowing 15 Franklin Avenue
Lawn Care 05/22/2004  Maintenance TMowing 15 Franklin Avenue
Computer 01/05/2004  Business Data Entry Clerk 15 Franklin Avenue

3. On the action bar, click New Time Sheet. The New Time Sheet appears.

Mew Time Sheet for Mark D. Adamson
Fil=  Edit TimeSheet Help

ESaveandElose‘|u X| 4 »

Date: |EI3.-"I B/2006 EII

?-|%- |

Job: IEnvironmentaI Clean Up ﬂl
Departrent: IEnvi[onmenlaI Resources j Pasition: IClean Up Crew
Location: |24 High 'water Street j Task: ITrash PFick-up j
Lateqary: IHesidentiaI Areas ﬂ Yolunteer type: IHesidential j

Motes:
Mark worked in Highgrove Terrace, his own neighborhood, ;I Howrs: IB.UU

Hourly wage: |$B.DEI j'ﬁll

Walue: $36.00

[

™ Apply time sheet toward required mandate hours

Note: It is possible to enter a time sheet and not indicate a job. You can leave the Job field blank and use the
fields you need on the Time Sheet screen.

4. In the Date field, enter the date 03/16/2006.



VOLUNTEERS 57

In the Job field, click the binoculars to access the Open screen so you can search for the Environmental
Clean Up job. For information about the Open screen, see the Program Basics Guide.

For this procedure, do not change the information that defaults into the Category, Position, and
Volunteer type fields.

Warning: When you search for and locate the job, the Job, Category, Position, and Volunteer type appear
automatically on the time sheet. This information defaults on the time sheet from the Job record. You can
change the information that defaults into these fields. For more information about job records, see “Jobs” on

page 81.

7.

9.
10.
11.

In the Department field, select “Environmental Resources”. This is the department under which the job
falls.

In the Location field, select “24 High Water Street”. This is the location of the organization.

The same job can potentially exist within the same organization at different locations. The Location field
helps you differentiate between such jobs.

In the Task field, select “Trash Pick-up”. This is the actual task Mark worked on.
In the Notes box, enter “Mark worked in Highgrove Terrace, his own neighborhood.”

In the Hours field, enter the number 6 and in the Hourly wage field, enter the amount $6. When you
leave these fields, the value calculates automatically to $36.00.

Warning: Marking the Apply time sheet toward required mandate hours checkbox is the only way the Hours
served field is updated automatically on the mandate record. For information about the Hours served field,
see “Adding mandate information on the Volunteer tab” on page 74.

12.

13.

14.

Do not mark the Apply time sheet toward required mandate hours checkbox because Mark is not a
mandated volunteer. For information about tracking mandated volunteers, see “Adding mandate
information on the Volunteer tab” on page 74.

To save Mark’s time sheet, click Save and Close on the toolbar. The time sheet appears in the first row of
the Time Sheets grid on the Volunteer tab of Mark’s constituent record.

On the toolbar, click Save and Close.

» Editing a time sheet on the Volunteer tab

You can edit information on an existing time sheet.

Scenario: Your environmental organization held its annual Clean Up Our Neighborhoods day. Mark
Adamson, a volunteer at your organization worked all day picking up trash from the streets and
common areas of his neighborhood. After the event, you notice a co-worker entered six hours on
Mark’s time sheet and you know he worked a solid eight hours. Open his existing time sheet and make
the correction. If you have not added Mark’s time sheet, see “Adding a time sheet on the Volunteer
tab” on page 55.

From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.
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2. From the list on the left, select Time Sheets. The Time Sheet grid appears on the right, listing time sheets
from previous days Mark volunteered for your organization.

== Mark D. Adamson M=l 3

File Edit Wiew Constituent Letter Favortes Tool: Help
E]Saveandﬁlose'|u|§'@'@'|N 1« » N|—’|2'|?E| | ?'|&'|' |

v Biol I v Bio2 I v Addiesses I v Addressees/Salutations | v Relationships I v Appeals I v Motes I v Gifts I

v Attributes I v Media I v Actions I Honor/temarial v Yolunteer | v Prospect I v bembership I v Events
a _ex Open &
General Location

Qualifications
Medical/Special Meeds | | Computer 12{14/2005  Business Data Entry Clerk 15 Franklin Avenue
Availability/nterests Soup Kitchen 11172005 Community Service  Server Star Mission Shelter
Job Assignments Soup Kitchen 11/03/2005  Community Service  Server Star Mission Shelter
Soup Kitchen 03/29/2005  Community Service  Server Star Mission Shelter
Aawards Parking Assistance 03/21/2005  Public Safety Walet Central Gardens
Mandate Info Lawn Care 07/09/2005  Maintenance Mowing 15 Franklin Avenue
Checklist Lawn Care 06/04/2005  Maintenance TMowing 15 Franklin Avenue
F Summary Computer 04/06/2005  Business Data Entry Clerk 15 Franklin Avenue
Computer 12/15/2004  Business Data Entry Clerk 15 Franklin Avenue
Soup Kitchen 03/22/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/15/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/08/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 030172004  Community Service  Server Star Mission Shelter
Lawn Care 07/10f2004  Maintenance TMowing 15 Franklin Avenue
Lawn Care 05/22/2004  Maintenance TMowing 15 Franklin Avenue
Computer 01/05/2004  Business Data Entry Clerk 15 Franklin Avenue

3. Inthe Time Sheet grid, select the Environmental Clean Up job and click Open on the action bar above the
grid. Mark’s time sheet appears.

Time Sheet for Mark D. Adamson E
File Edit TimeShest Help

ESaveandCIose'|u )(| 4 »

?-|%- |

Date:
Job: IEnvironmenlaI Clean Up ﬁl
Department; IEnvimnmentaI Resounces j Pasition: ICIean Up Crew
Location: |24 High "w/ater Street j Task: ITrash Fick-up j
LCategory: IHesidentiaI Areas j Yalunteer type: IHesidentiaI j

Motes:

Mark worked in Highagrove Terace, his awn neighborhond, ;I Haurs: IB.UU
Hourly wage: |$B_DE| Eﬂl

Walue: $36.00

[~

™ &pply time sheet toward required mandate hours

| Press F3 for boday's date, F7 for calendar
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4. Inthe Hours field, delete 6.00 and enter the number 8. When you leave this field, 8.00 appears in the
Hours field and Hourly wage recalculates to $48.00.

Time Sheet for Mark D. Adamson
Fil=  Edit TimeSheet Help
ESaveandElose‘|u X| 4 » ?'l%' ‘
Date: |D3.-"1 /2006 Ell
Job: IEnvironmentaI Clean Up ﬂl
Departrent: IEnvi[onmenlaI Resources j Pasition: IClean Up Crew
Location: |24 High 'water Street j Task: ITrash PFick-up j
Lateqary: IHesidentiaIAleaS ﬂ Yolunteer type: IHesidential j
Motes:
Mark worked in Highgrove Tenace, hiz own neighborhood. ;I Haurs: Im
Haurly wage: |$B_UU ;,‘jjl
_I Walue: $48.00
™ Apply time sheet toward required mandate hours
|

5. To save the time sheet information, click Save and Close on the toolbar. You return to the Volunteer tab of
Mark’s constituent record.

6. On the toolbar, click Save and Close.

» Deleting a time sheet on the Volunteer tab

If you are positive a time sheet is no longer needed, you can delete the time sheet, if you have security rights.
For information about security rights, see the Configuration & Security Guide.

Scenario: Your environmental organization held its annual Clean Up Our Neighborhoods day. Mark
Adamson, a volunteer at your organization worked all day picking up trash from the streets and
common areas of his neighborhood. After the event, you notice a co-worker entered a time sheet
twice for Mark’s day of work. After you study both records and you are absolutely positive they are
the same time sheet, delete the duplicate. If you have not added Mark’s time sheet, see “Adding a
time sheet on the Volunteer tab” on page 55.

Warning: Remember that deleting is permanent. There is no “undo.” If you are going to delete a lot of time
sheets from The Raiser’s Edge database, you should have a complete backup of your database. To successfully
back up your data, you must first shut down the database.

1. From Mark Adamson’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.
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2. From the list on the left, select Time Sheets. The Time Sheet grid appears on the right with the same time
sheet listing twice.

ark D. Adamson

File Edit Wiew Constituent Letter Favortes Tool: Help
E]Saveandﬁlose'|u|§'@'@'|N 1« » N|—’|2'|?E| | ?'|&'|' |

v Biol I v Bio2 I v Addiesses I v Addressees/Salutations | v Relationships I v Appeals I v Motes I v Gifts I

v Attributes I v Media I v Actions I Honor/temarial v Yolunteer | v Prospect I v bembership I v Events
& _exOpen 8
General

Qualifications :
Medical/Speciadl Meeds | |Ervironmental Clean ... 03/16/2006  Environmental Re... Clean Up Crew 24 High Water St...

Availability/nterests Computer 12{14/2005  Business Data Entry Clerk 15 Franklin Avenue
Job Assignments Soup Kitchen 11172005  Community Service  Server Star Mission Shelter
B Ti Soup Kitchen 11/03/2005  Community Service  Server Star Mission Shelter
Aawards Soup Kitchen 03/29/2005  Community Service  Server Star Mission Shelter
Mandate Info Parking Assistance 08/21/2005  Public Safety Valet Central Gardens
Checklist Lawn Care 07/09{2005  Maintenance TMowing 15 Franklin Avenue
F Summary Lawn Care 06/04/2005  Maintenance TMowing 15 Franklin Avenue
Computer 04/06/2005  Business Data Entry Clerk 15 Franklin Avenue
Computer 12/15/2004  Business Data Entry Clerk 15 Franklin Avenue
Soup Kitchen 03/22/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/15/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 03/08/2004  Community Service  Server Star Mission Shelter
Soup Kitchen 030172004  Community Service  Server Star Mission Shelter
Lawn Care 07/10f2004  Maintenance TMowing 15 Franklin Avenue
Lawn Care 05/22/2004  Maintenance TMowing 15 Franklin Avenue
Computer 01/05/2004  Business Data Entry Clerk 15 Franklin Avenue

3. Select one of the duplicate records and click Delete on the action bar. The time sheet opens and a
message appears, asking if you are sure you want to delete the time sheet.

Time Sheet for Mark D x|

File Edit TimzSheet Help
ESaveandCIose'|u )(| 14 » ?'|§'

Date: IIJSJ‘I /2006 Ell

Job: IEnvironmenlaI Clean Up ﬁl

Department; IEnvironmenh' Besnvmras =l Prsitine [Flaan | n Crew

The Raiser's Edge 1]
Location: |24 High '
Categary: IHesidentia @ Are you gure pou want bo delete thiz Time Sheet? .I

Yes Hours: IS,UU
Hourly wage: |$B.DEI ﬂl
Walue: $48.00

Motes:

Mark worked in Highgrowe T

[

[~ Apply time sheet toward required mandate hours

| Press F2 for boday's date, F7 for calendar

4. Click Yes. The record disappears permanently from the Time Sheet grid.
5. To save the changes and close Mark’s constituent record, click Save and Close on the toolbar.
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Volunteer Awards

Many organizations award volunteers for their loyal commitment and service. On the Volunteer tab of each
volunteer’s constituent record, you can build a history of service by tracking awards given to the volunteer. Each

award you add appears in the Awards grid. You can also designate the next award for which the volunteer is
tentatively scheduled and enter any comments you have concerning the next award.

== John T. Smith
File Edit “iew Constituent Letter Favortes Tool: Help
ESaveandClose‘|u|§' [&- '| H 4 k H | oF | 2'|‘P E||| ?'|§'| =- |
v Biol | v Bin2 | v Oddiesses I w Addressees/Salutations | v Relationships | v Appeals I Motes | v Gifts
W Attributes | Media | v Actions | Hanar/Mermarial v Yolunteer I v Prospect | Membership | Events
13 el IGEn o DEEE (Y
General Award I Date | Presented With I Presented By | Camments
Bualificatiors 200 Haurs 10/15{2005 | Appreciation plaque Harry Cong at voluntesr meeting
Medical/Special Need
A:ai:;;ility?lict::est:e ® | |400 Hours 10{14/2006 | Crystal paperweight Harry Cone At volunteer meeting
Job Assignments -
Time Shests
dz
M andate Info
Checklist
Z Summary
— Future Award
Auward: |BDD Haours j Min. Amount of Service: 00 hour(s)
Comments: IWiII receive a gold pin at the volunteer meeting

Note: From Reports, you can run a Volunteer Awards Report that lists your volunteers with each award level

reached. Each volunteer lists with the minimum amount of service, the award given, and the presenter of the
award. For more information, see the Reports Guide.

An award is something you present to a volunteer in recognition of outstanding service and loyal commitment.

For example, you may present your volunteers with an engraved pen and pencil set when they complete 200
hours of service.

Award I Date I Presented With IF‘resented Eh;.-'l Comrments
| Yolunkeer Appreciation 03/12)2005 T-shirt Bill Cone Ak the volunte
Exceptional Molunteer  03)11/2006 Engraved plague Bl Cone Ak the volunte
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In the Awards grid, you can select the award your volunteer is presented in the Award column or you can add a
new award to the awards table appearing in this column, if you have security rights established. The name or
description of the award should appear in the Award column. For example, your organization may give out a
Volunteer Appreciation award, an Exceptional Volunteer award, or a Volunteer of the Year award. After you enter
the award, you should enter the Date the award was presented to the volunteer. Next, in the Presented With
column, you should enter the physical prize the volunteer received for achieving the award. Perhaps when a
volunteer wins the Volunteer Appreciation award, you present him with a booklet of movie coupons. When a
volunteer wins the Exceptional Volunteer award, you present an engraved plaque. You can also notate who the
award was Presented By and any additional Comments you have concerning the volunteer or the award.

» Adding volunteer awards on the Volunteer tab

You can track awards presented to a volunteer by selecting Awards from the list on the left of the Volunteer
tab and adding the awards in the Awards grid on the right. In the Awards grid, you can select your award in
the Award column if you already set up your awards table from the Table link of Configuration. This
procedure shows you how to add an award from the Awards grid, but for data entry consistency, we
recommend you set your award table up in Configuration and simply select an award in the Awards grid. For
more information about setting up tables, see the Configuration & Security Guide.

Scenario: Your organization is a hospital. David Murphy, an exceptional volunteer, logged 200 hours
working at the patient information desk. David received the Volunteer Appreciation award at the last
volunteer meeting. Add this award on the Volunteer tab of David’s constituent record.

1. From David Murphy’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent

record” on page 8.
2. From the list on the left, select Awards. The Awards grid and Future Award frame appear on the right.

< David B. Murphy

File Edit Wiew Constituent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1« » N|—’|2'|?U||| ?'|&'|' |

v Biol I v Bio2 I v Addiesses I Addreszess/S alutations | v Relationships I v Appeals I HMotes I v Gifts I
v Altributes I Media I v Actions I Honar/temaorial v Yolunteer | v Prospect I Membership I Ewvents
T O e

General Award I Date Presented With I Presented By I Commernts

Qualifications
Medical/Special Meeds | [
Availability/|nterests
Job Aszsignments
Time Sheets
wards
Mandate Info
Checklist

= Summary

— Future Award

Award: I j Min. &mount of Service:

Camments: I




VOLUNTEERS 63

3. On anew row of the Awards grid, click in the Award column and press F7 on your keyboard. The Awards
lookup screen appears. If you have entered other Awards, they will appear on this screen.

Awards

€| Short Description
Add Edlif |
|Fsert | Qelete...l

SOt | ittt |
==
s I Cancel |

Warning: You cannot access the Table Entry screen if you add the award directly into the grid (“on the fly”). To
access the Awards Table Entry screen, you must press F7 on your keyboard. When the Awards lookup screen
appears, you can then click Add to add a new Award to the Awards table, Edit to change an existing award, or
Delete to delete an existing award, if the award is not used on other volunteer records.

4. Click Add. The New Award Table Entry screen appears.

Description: I\-"olunteer Appreciation
Min amount of semvice: |2DE| haour(z]

[~ Inactive
Ok I Cancel |

5. Onthe New Award Table Entry screen, in the Description field, enter “Volunteer Appreciation”. This is the
name/description of the award presented to David.

6. In the Min amount of service field, enter “200”. This is the number of hours David had to work to attain
the award.

7. Do not mark the Inactive checkbox. You want this award to be active in your database.
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8. Click OK. The award name/description appears in the box on the Awards lookup screen.

Awards

Add Edit |
Inzert | Qelete...l

* Long Description € Short Description

S, | Frint.... |
o
s I Cancel |

Note: When you add awards from the Awards lookup screen on any volunteer’s constituent record, the
awards appear for selection in a drop-down list in the Award field of the Awards grid and in the Award field in
the Future Award frame on the Volunteer tab of all your volunteers’ constituent records.

9. Onthe Awards lookup screen, click OK. The award appears in the Awards grid on the Volunteer tab. If you
already set up your Awards table from the Tables link of Configuration, you can simply select “Volunteer
Appreciation” in the Award column.

< David B. Murphy

File Edit “iew Constituent Letter Favortes Toolz Help
ESaveandElose‘|u|§' [&- @'| M 4 » M | = | 2'|? U||| ?'|&'| El |

v Biol I v Bio2 I v Addiesses I Addreszess/S alutations | v Relationships I v Appeals I HMotes I v Gifts I

v Altributes I Media I v Actions I Honar/temaorial v Yolunteer | v Prospect I Membership I Ewvents
T O e

General Award I Cate I Presented With I Presented By I Commernts
Qual.lflc:atlons . olunteer Appreciation 10/14/2006 |Engraved plaque  Harry Cone At volunkesr meeting
Medical/Special Needs:

Availability/|nterests —
Job Assignments
Time Sheets

Mandate Info
Checklist
Z Summary

— Future Award

Award: I j Min. &mount of Service:

Camments: I

10. In the Awards grid, enter the date 10/14/2006 in the Date column. This is when David received the award.
11. In the Presented With column, enter “Engraved plaque”. This is the physical award presented to David.
12. In the Presented By column, enter “Harry Cone”, the person who presented the award to David.
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13. In the Comments column, enter “At volunteer meeting” because you want to notate where David
received the award.

14. To save the award information and to close David’s constituent record, click Save and Close on the
toolbar.

Future Awards

A future award is the next award a volunteer will qualify for, if she completes the service requirements for that
award. For example, Jacquelyn Weber, a volunteer at your organization, received the Volunteer Silver Award at
the last volunteer meeting. The next award Jacquelyn will receive is the Volunteer Gold Award, if she completes
500 hours of volunteer service. Because this is Jacquelyn’s next tentative award in the future, it is termed a
“future award.”

= Future &ward

Auward: I'u-".:.lunteer Gold j kdir. Amount of Service: 500 hourlz]

Comments: I'w'ill receive a gold pin at the volunteer meeting

In the Future Award frame, you can select your volunteer’s future award in the Award field, or you can add a new
award to the awards table appearing in this field, if you have security rights established. The name or description
of the award should appear in this field. For example, your organization may give out a Volunteer Appreciation
award, an Exceptional Volunteer award, or a Volunteer of the Year award. Once you enter your award, the
minimum amount of service appears to the right of this field. In the Future Award frame, you can also enter any
comments you have concerning the volunteer or his future award.

» Adding future awards on the Volunteer tab

Note: From Reports, you can run a Future Awards Report which provides a list of volunteers with the award
that is due, the hours worked, the last date worked, and the cumulative hours worked. For more information,
see the Reports Guide.

You can track future awards by selecting Awards from the list on the left of the Volunteer tab and entering
information in the Future Award frame on the right. You can select your award in the Award field if you
already set up your awards table from the Table link of Configuration. This procedure shows you how to add
an award from the Award field, but for data entry consistency, we recommend you set your award table up in
Configuration and simply select an award in the Award field. For more information about setting up tables,
see the Configuration & Security Guide.

Scenario: Your organization is a hospital. You give out awards to your volunteers based on hours of
service. John Smith, an exceptional volunteer, logged 400 hours working at the patient information
desk and was given an award at the last volunteer meeting. John is slated for his next award when he
completes 600 hours of service. Enter the next future award on the Volunteer tab of his constituent
record.

1. From John Smith’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.
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2. From the list on the left, select Awards. The Awards grid and Future Award frame appear on the right.

==iJohn T. Smith

File Edit “iew Constituent Letter Favortes Toolz Help

ESaveandElose‘|u|§'@'@'|N 1« » N|—’|2'|?U||| ?'|&'|' |

v Biol I v Bio2 I v Addresses I v Addreszees/Salutations | v Relationships I v Appeals I HMotes I v Gifts I
v Altributes I Media I v Actions I Honar/temaorial v Yolunteer | v Prospect I Membership I Ewvents
T =l R e e ﬂ

2 General Award I Date I Presented With I Presented By I Commernts
5“:'_'f'csg°ns ol Newd 200 Hours 10/15/2005  Appreciation plaque Harry Cone

edical/Special Mesds | [T A
P 400 H 10/14/2006 | Crystal .o H i

Avallablllty.-"lnterests — ours 14/ TYsLal Paperiel ary -one

Job Assignments
S Time Sheets

At volunkesr meeting
At volunkesr meeting

. Mandate Info
Checklist

Z Summary

— Future Award

Award: I j Min. &mount of Service:

Camments: I

Warning: You cannot access the Table Entry screen if you add the award directly into the field (“on the fly”).
To access the Awards Table Entry screen, you must press F7 on your keyboard. When the Awards lookup
screen appears, you can then click Add to add a new Award to the Awards table, click Edit to change an existing
award, or click Delete to delete an existing award, if the award is not used on other volunteer records.

3.

In the Future Award frame, click in the Award field and press F7 on your keyboard. The Awards lookup
screen appears.

Awards

v | ong Descripion € Shor Description
[ 200 Hours Add Edit |
= 400 Hours

Inzert | Qelete...l

Sor.. | Frint... |
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4. Click Add. The New Award Table Entry screen appears.

Mew Award Table Entry E3
Description: IBDEI Haurs

Min amount of service: IEDD hour(s]
[~ Inactive

1] I Cancel |

5. Onthe New Award Table Entry screen, in the Description field, enter “600 Hours”. This is the
name/description of the next award John will potentially receive.

6. Inthe Min amount of service field, enter “600”. This is the number of hours John must work to attain the
next award.

Do not mark the Inactive checkbox. You want this award to be active in your database.

Click OK. The award name/description appears in the box on the Awards lookup screen, along with any
other awards that have been previously added.

Awards
« Long Description € Short Description

[E 200 Hours Add Edit |
= 400 Hours
[ 600 Hours |nsert | Qelete...l

Sart... | Frintt.... |
3 58
Ok I Cancel |

Note: When you add awards from the Awards lookup screen on any volunteer’s constituent record, the
awards appear for selection in a drop-down list in the Award field of the Awards grid and in the Award field in
the Future Award frame on the Volunteer tab of all your volunteers’ constituent records.
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9. On the Awards lookup screen, click OK. The 600 Hours award appears in the Award field of the Future
Award frame. The number 600 defaults automatically in the Min Amount of Service field within the same
frame. If you already set up your awards table from the Tables link of Configuration, you can simply select
the name of the award in the Award field. The minimum amount of service will still appear on the right.

“John T. Smith

File Edit Wiew Constituent Letter Favortes Tool: Help
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Equzl'mcﬁ.’téons ol Nosd 200 Hours 10f15/2005  Appreciation plague Harry Cone At volunkesr meeting
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B Awards
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Checklist
= Summary
— Future Award
Award: IBDD Hours j bin. Amount of Service: BO0 hour(z]
Comments: IWiII receive a gold pin at the volunteer meeting

10. In the Comments field of the Future Award frame, enter “Will receive a gold pin at the volunteer
meeting”.

11. To save the future award information and close John’s constituent record, click Save and Close.

Inactive Awards

There are times when you need to make a volunteer award inactive. Perhaps you gave out an award in the past.
You decide you no longer want to give out the award, now or in the future. For historic purposes, you do not want
to delete the award from the Volunteer tab of every constituent who ever received the award, but you do want to
ensure the award is no longer added to anyone else’s record. By marking the award inactive, you can ensure the
award is no longer added to any volunteers’ constituent records, from this point on. Although, we recommend
for data entry consistency, you mark an award inactive from the Tables link of Configuration, you can mark an
award inactive from the Volunteer tab, as well.

If you ever decide you want to use the inactive award again, you can make the inactive award active from the
Tables link of Configuration. For information about the Tables link of Configuration, see the Configuration &
Security Guide.
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» Making awards inactive on the Volunteer tab

You can make awards inactive from the Awards grid. Select Awards from the list on the left to access the
Awards grid. Although this procedure shows you how to make an award inactive on the Volunteer tab, we
recommend for data entry consistency, you make awards inactive from the Tables link of Configuration. For
more information about making awards inactive, see the Configuration & Security Guide.

Scenario: Your organization has an exceptional volunteer, Susan McDonald. Susan has won the 100
Hours outstanding service award, the 200 Hours outstanding service award, and the 400 Hours
outstanding service award. It has come to your attention that your organization is no longer giving out
the 100 Hours award. Mark this award as inactive on the Volunteer tab of Susan’s constituent record.

1. From Susan McDonald’s constituent record, select the Volunteer tab. For information about opening a

constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

2. From the list on the left, select Awards. The Awards grid and Future Award frame appear on the right.

== Sugan E. McDonald

File Edit “iew Constituent Letter Favortes Toolz Help
ESaveandElose‘|u|§' [&- @'| M 4 » M | = | 2'|? U||| ?'|&'| El |

v Biol I v Bio2 I v Addiesses I Addreszees/S alutations | v Relationships I v Appeals I HMotes I v Gifts I

Attributes I Media I v Aclions I Hanor/temaorial v Yolunteer | v Prospect I Membership I w Events
T =l R e e ﬂ
General Award I Date I Presented With I Presented By I Commernts
5“:'_'f'csg°ns . 100 Hours 10/12/1999  Tee shirt John Riddle At volunkesr meeting
A:ai::;ility?li?:est‘:e i | |200 Hours 11/15/2000  Appreciation plague Harry Cone At volunkesr meeting
Job Assignments | |400 Hours 09/06/2001 | Crystal paperwei... Harry Cone At volunbeer meeting
Time Sheets -
B Awards
Checklist
Z Summary
— Future Award
Award: I j Min. &mount of Service:
Eomments:l
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In the Awards grid, click in the Award column of the 100 Hours award row and press F7 on your keyboard.

3.
The Awards lookup screen appears.
Awards
v | ong Descripion € Shor Description
\E100 Hours Add E dit
[ 200 Hours — _—l
[ 400 Hours Insert | Delete..
[ E00Hours 4' 4'
Sor.. | Frint... |
Bl
s I Cancel |
4. In the Awards box, select 100 Hours and click Edit. The Edit Award Table Entry screen appears.

Edit Award Table Entry E

Dezcription: |[EETES

Min amount of service: I‘I 00 hourls)
[ Inactive

ak. I Cancel |

5. Mark the Inactive checkbox.

Edit Award Table Entry E

Dezcription: I‘l 00 Haurs

Min amount of service: I‘I 00 hourls)

ak. I Cancel |
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6. Click OK. You return to the Awards lookup screen.

Awards

* Long Description € Short Description

E 200 Hours .e'.dd Edlt
[E 400 Houwrs — AI_
[ 00 Hours Inzert | Qelete...l

Sort. . | Frint.... |
o
s I Cancel |

7. Onthe Awards lookup screen, click Cancel. You return to the Volunteer tab of Susan’s constituent record.
The 100 Hours award remains in the Award field for historic purposes, but you can no longer select the

100 Hours award in the Award field on the Volunteer tab of any constituent record. The award is now
inactive.

8. To save the changes and close Susan’s constituent record, click Save and Close on the toolbar.
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» Activating an inactive award

You can make an inactive

award active again from the Tables link of Configuration if you have rights

established from the Security link of Configuration. For more information, see the Configuration & Security

Guide.

Scenario: Your organ

ization gives out a 200 Hours service award, a 400 Hours service award, and a 600

Hours service award. A few years ago, you regularly gave out a 100 Hours service award. Feeling that
your volunteers needed to strive for higher awards, you made the 100 Hours service award inactive.
You now have several volunteers who would benefit by receiving the 100 Hours service award. You

decide to make this i

1. On the Raiser’s Edge

nactive award active again.

bar, click Config. The Configuration page appears.

ThE Raizer's Edge [_T2]x]
File Edit View Go Favortes Tools Help
4 Back & Folward| Open in separate windouw
Configuratic
=l
Bl b General b International
b Tables b Business Rules
Tables
b addressees / Salutations b Fields
Addressees / .
S alutations b attributes b Merbership Categories
Attributes b Financial Institutions b Custom Views
Financial b General Ledger ¥ Reporting Hierarchies
Institutions b Letters b Integration
General Ledger
Letters
Intermational
Business Rules
Fields
Membership
Cateqgaries
Custom Yiews
=
General
@ Use the General page to enter basic information, such as your organizstion's address and phone number

Welcome to The Raiser's Edge 7



VOLUNTEERS 73

2. Click the Tables link. A table list appears on the left and table entries appear on the right.
ThE Raiser's Edge [_[5]x]

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

y 5 o - "
B Home Configuratic ables
-
Configuration 1 Hew Table Entry | | Open =5 [nsert | 3¢ Delete... ﬁ Find... | Soit... | Table Cleanup... e Shoit Dss-_)l
G |
_EﬂEla Show: [ <Al 1| B Horizon Velunteer ﬂ
i Action Locations ;l [E Mewsletter Recognition
Addressees / B Hat
Salutations Action Status _I
Atributes Actions B T-5hit
Addi/Sal Types [31 Two Free Tickets
Financial e
Institutions Address Info Sources Gl
General Ledger Address Types [3 Exceptional Yoluntesr
Lett Alias Tupes [ $100 Gift Certificate
elters !
Appeal Category [# Year-long golfing pass
Intemational BFi
Appeal Response ing clubs and golf bag
Business Rules 100 Houre
- Agsignment Interests U0 Hours
Fistds Athletics [3 200 Howrs
Helbesl Avsiatiiy 121400 Hours
g 12001 Lesus
Bustomizus |5 ke [ Gald Leal Award
Benefits [E1 Voluntesr sppreciation =
Rusinges Hours LI [™ Display active entiies only

Tahles

Tables (also caled code tables) increase data ertry speed and accuracy throughout The Radser s Fdge

‘welcome to The Raiser's Edge 7 7

3. From the list on the left, select Awards. Your award table entries appear on the right. The 100 Hours
service award you previously made inactive appears in a lighter shade than the rest of the awards.

4. Select the 100 Hours award and click Open on the action bar above the list. The Edit Award Table Entry
screen appears with the Inactive checkbox marked.

Edit Award Table Entry E2
Description: I‘I 00 Hours

Min amount of semvice: I‘l 00 haour(z)

ak I Cancel |

5. On the Edit Award Table Entry screen, unmark the Inactive checkbox.

Edit Award Table Entry E2
Description: I‘I 00 Hours

Min amount of service: I‘l 00 haour(z)
I

ak I Cancel |

6. Click OK. You return to the Configuration page and the award is active again. You can add it to the
Volunteer tab of any of your volunteers’ constituent records.
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Volunteer Mandate Information

A mandate is an official order from a court or public agency requiring that an individual serve some type of
volunteer duty. If your organization accepts volunteers who need to fulfill mandates, you can track such
information as the date the volunteer starts his mandate service, how many hours he was ordered to serve, the
date the volunteer fulfills the order, the agency’s name who ordered the mandate, and the person at the agency
you should contact with questions or concerns about the volunteer or the mandate. If you mark the Apply time
sheet toward required mandate hours checkbox on each of the volunteer’s time sheets, the program
automatically keeps track of how many hours the mandated volunteer has served. Mandate information is
tracked on the Volunteer tab of a constituent record.

= David B. Murphy

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|"|2'|?E||| ?'|§'|' |

v Binl | v Bin 2 I v Addiesses | Addressees/Salutations | v Relationships I v Appeals | Motes I v Gifts
W Attributes | Media | v Actions | Hanar/Mermarial v Yolunteer I v Prospect | Membership | Events
'\’h o [ Hman e Refaia ﬁ
General Start date: [06/01/2006 (=] Date completed: [10/12/2006 ]
Qualifications
Medical/Special Needs M andate hours: IFS,DD Hours gerved: 0.00
Bvvailabilityd| rterests
JQb Assignments Aaency name: |Eity of Charleston
Time Sheets
Awards Contact name: IDehorah B. Kemp
‘B Mandate Info A yETT — J
: ress: ourt House Roa -
Checklst Charlestan, 5C 23401
Z Summary

|

Contact phone: |843-555-5211

Comments: |David is a hard worker, We are pleased to have him working in the soup kitchen,

» Adding mandate information on the Volunteer tab

You can add volunteer mandate information by selecting Mandate Info from the list on the left of the
Volunteer tab and entering information in the fields on the right.

Scenario: Your organization runs a homeless shelter. It has been established that you accept
volunteers who need to fulfill a mandate ordered by a court or public agency. Recently, David Murphy
was ordered by a city court to serve 75 hours of community service. He will serve his mandate by
working in the soup kitchen of your organization for several hours every week until he fulfills his
mandate. Add David’s mandate information on the Volunteer tab of his constituent record.

1. From David Murphy’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.
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2. From the list on the left, select Mandate Info. The mandate fields appear on the right.

< David B. Murphy

File Edit “iew Constituent Letter Favortes Toolz Help
ESaveandElose‘|u|§' [&- @'| M 4 » M | = | 2'|? U||| ?'|&'| El |

v Biol I v Bio2 I v Addiesses I Addreszess/S alutations | v Relationships I v Appeals I HMotes I v Gifts I

v Altributes I Media I v Actions I Honar/temaorial v Yolunteer | v Prospect I Membership I Ewvents
T =l R e e ﬂ
General Start date: |05£D1 12006 E|I Date completed: |1n;1 2/2006 Ell
Qualifications
Medical/Special Needs Mandate haurs: I?S.DD Hours served: 0.00
Availability/|nterests
J9b Assignments Agency name: IEit_u of Charleston
Time Sheets
Awards Contact name: IDeborah E. Kemp
‘B Mandate Info
Checklist Address: |42 Court House Road ;I

T Summary Charleston, SC 23401

Contact phone: |843-555-5211

Comments: |David is a hard worker. We are pleased to have him working in the soup kitchen

3. In the Start date field, enter the date 06/01/2006. This is the date David starts work in the soup kitchen.

In the Date completed field, enter the date 10/12/2006. Even though David has not finished working at
your organization, you know when his last day will be. It is dictated by his mandate.

Note: The Hours served field is updated automatically when you mark the Apply time sheet toward required
mandate hours checkbox on the time sheet record. Otherwise, Hours served remains 0. For more information
about time sheets, see “Time Sheets on the Volunteer Tab” on page 54.

5. In the Mandate hours field, enter “75”. This is the number of hours the mandate requires David to work.

6. Inthe Agency name field, enter “City of Charleston”. This is the agency who requires David to serve the
mandate.

7. In the Contact name field, enter “Deborah B. Kemp”. This is the person at the agency you should contact
if you have questions about David or the mandate.

In the Address field, enter “42 Court House Road Charleston, SC 29401”.
In the Contact phone field, enter the phone number 843-555-5211.

10. In the Comments box, enter “David is a hard worker. We are pleased to have him working in the soup
kitchen.”

11. To save the mandate information and close David’s constituent record, click Save and Close on the
toolbar.
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Checklists on the Volunteer Tab

Checklists are the “to do” lists you assign to your volunteers. The list you create on the Volunteer tab of a
constituent record contains the individual items you require a volunteer to complete before he can start a job.
For example, your organization is an aquarium. Before a volunteer can start work at the aquarium, he must
attend a volunteer training class, attend the Preserving Our Aquatic Environment seminar, and have a TB test.
Checklists are important when determining the jobs a volunteer can actually be assigned. If the volunteer has not
completed the checklist items, he should not be assigned to jobs having these same checklist requirements.

== Mark D. Adamson

File Edit iew Constituent Letter Favontez Tool: Help

[ save and Close - U|§'|§"|N 1 » N|—'|2'?U||| -85 |
v Biol | + Bio 2 | v Addreszes | v AddreszeessS alutations | v Relationzhips I w Appeals I v Motes I v Gifte
W Atributes I v bedia I v Actions | Honor/tdemorial v olunteer | v Prozpect | w hembership | w Ewventz
& =l IEET g DEEE (Y
General Wolunteer Checklist
Slu‘::_'f'csgons ial Need Checklist Item I Dake Requestedl Dake Completed Lekker I Commerks
Afai:zzilityﬁlict::est:e ® Complete.appliclation 03/ 16/2006 03/ 162006 Checkl?st Thank-you Application mus. ..
Job Assignments - Attend orientation 03/ 16/2006 041002006 Checklist Thank-vou Half day
Time Sheets - Health and Sanita... 03/16/2006 04/24)2006 Checklist Thank-vou Pass
fwards
Mandate Info

B Checklist
Z Summary

Note: If you use the Find Jobs button to automatically find jobs and assign them to a volunteer, the volunteer
potentially qualifies for jobs that match her checklist items.

In the Volunteer Checklist grid, you can enter each Checklist Item. Beside each Checklist Item, you should enter
the Date Requested and the Date Completed. If you decide to send a letter concerning the checklist item to your
volunteer, you can enter the Letter type in the grid. Perhaps you send a Checklist thank-you letter after a
volunteer has completed a checklist item. Or, you send out a Reminder letter letting the volunteer know when
the checklist needs to be completed. Like many grids in The Raiser’s Edge, you can enter any Comments you have
concerning the volunteer and the particular checklist item.

» Adding checklist items on the Volunteer tab
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You can add checklist items by selecting Checklist from the list on the left of the Volunteer tab and entering
information in the Volunteer Checklist grid on the right.

Scenario: Your organization runs a homeless shelter and John Smith has volunteered to work twice a
month in the soup kitchen. Before John can start his job in the soup kitchen, your organization
requires he get a tetanus shot, a TB test, and attend a Health and Sanitation class. Track these
checklist items in the Volunteer Checklist grid on the Volunteer tab of John’s constituent record.

1. From John Smith’s constituent record, select the Volunteer tab. For information about opening a
constituent record and accessing the Volunteer tab, see “Accessing the Volunteer tab of a constituent
record” on page 8.

2. From the list on the left, select Checklist. The Volunteer Checklist grid appears on the right.

==iJohn T. Smith

File Edit Wiew Constituent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1« » N|—’|2'|?U||| ?'|&'|' |

v Biol I v Bio2 I v Addresses I v Addreszees/Salutations | v Relationships I v Appeals I HMotes I v Gifts I

v Altributes I Media I v Actions I Honar/temaorial v Yolunteer | v Prospect I Membership I Ewvents
T O e
General Volunteer Checklist

Qualifications

Checklist Tkem I Date Requestedl Date Completed

Letter Comments

Medical/Special Meeds

Availabilty/Interests Health and Sanita,.. 07f07/2006

07/09/2006 Checklist Thank-you Pass

Job Assignments | |TE Test 07/07 /2006 07/10f2006 Checklist Thank-you Megative
Time Sheets | |Tetanus shat 07/07 /2006 07/10f2006 Checklist Thank-vou Good for 10 years
Awards

Mandate Info
2

= Surmmar

3. In the Volunteer Checklist grid, select “Health and Sanitation class” in the Checklist Item column. This
class must be taken by John before he can start work in the soup kitchen.

4. In the Date Requested column, enter the date 07/07/2006. This is the date you requested John take the
class.

In the Date Completed column, enter the date 07/09/2006. This is the date John completed the class.

In the Letter field, enter “Checklist Thank You”. You want to send John a thank-you letter for participating
in the class.

In the Comments field, enter “Pass”. This grading system for the Health and Sanitation class is Pass/Fail.
Repeat this procedure to add the TB test and Tetanus shot as shown in the previous picture.
9. To save the checklist items and close John’s constituent record, click Save and Close on the toolbar.
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Summary on the Volunteer Tab

On the Volunteer tab, you can quickly view a volunteer’s summary information by selecting Summary from the
list on the left of the tab. The Summary Information screen appears on the right.

= Mark D. Adamson M= E

File Edit “iew Constituent Letter Favortes Tool: Help
ESaveandClose‘|u|§' [&- '| M 4 » M | oF | z'|@ E| | ?'|§'| El |

w Bio1l I v Bin 2 I v Oddieszes I v Addrezzees/S alutations | v Relationships | w Appeals | w Motes | w Giftz
v Aftributes | v Media | v Actiohs | Haonor/Mermarial v Yolunteer | v Prozpect | » Membership | w Events

"’h o [ Hman e Refaia ﬁ Q
General Summary Information

Qualifizations

Assi t
Medical/Special Needs S

Bvvailabilityd| rterests Job I Date Category
Jaob Assignments First Cormputer 01/0212001 Office Staff
Tirne Sheets Lakesk Parking Assistance 0gj21/2005 Event
Awards
M anidate Info
Checist Hours Bleakdown:l\;gmntee[\(ea[ j Mumber of years to show: |3_
Summary Yolunteer Year Hours | Yalue |
after 12/31}2003 21 $113.00
01/01/2003 - 12431 /2003 16 $96.00
01f01/2002 - 124312002 13 $£5.00
01f01f2001 - 124312001 31 $155.00
Prior 01/01/2001

You can use this summary to view information for a specific constituent’s volunteer history. For example, in the
Assignments grid, you can view a volunteer’s first and latest job assignments. In the Hours Breakdown grid, you
can view all hours worked by a volunteer. In the Hours Breakdown field above the grid, you can select how you
want to view the hours broken down — by Volunteer Year, Job, Department, or Location. After you make your
selection in the Hours Breakdown field, you must click Refresh on the action bar to see the updated information
in the Hours Breakdown grid.

When you make your selection in the Hours Breakdown field, the following information changes in the Hours
Breakdown grid:
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Volunteer Year. If you select Volunteer Year, you can then enter the Number of years to show in the grid.

== Mark D. Adamson

1“1 Fird Jobs Summary Fi

2 Qualiications

5 Medical/Special Nesds

[ Awailability/Interests

@ Job Assignments i Cormputer 010272001
Parking Assistance 08212005

[ Time Shests
5 Awards

5 Mandate Infa
5] Checklist

Surnmary

15 Franklin &venus
24 High ‘Water Street
25 Harmpton Street
Star Mission Shelter

Office Staff

Ewent

$201.00
$48.00
$25.00
$155.00

You can further filter what appears in the summary by selecting Summary Filters on the action bar above the
grid. The Summary Filters screen appears with two tabs — the General tab and the Filters tab.
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On the General tab, you can select to include jobs between certain dates. You can make your selection from the
Date field within the Include Jobs Between these Dates frame.

* Volunteer Job Summary_1 [_ ]
1: General lz: Fillers]

Include Jobs Between these Dates

EEA Hnclude all dates

| Hewt » | Cancel Finish

On the Filters tab, you can choose to include All or Selected Jobs, Organizations, Events, Departments, and
Locations. If you choose Selected by any of the choices, the binoculars appear so you can access the Open screen.
From the Open screen, you can search your database for the jobs, organizations, events, departments, or
locations you want to include.

i Volunteer Job Summary_1 [ []

1: General 2 Filters ]

Ij By uzing the grid below, thiz repart may be filktered on the iterms shiown in the Selected Filkers calunin,

Filkers | Include Selected Filters |
Jobs Selected ﬂ
Qrganizations Al <Al Drganizations =
Events all <Al Events
Departrments all <all Departrents =
Locations all <Al Locations =

< Back Cancel Finizh
| |

When you finish including your selections, you return to the Summary Information screen on the Volunteer tab.

On the Summary Information screen, you can right-click in the Assignments grid or the Hours Breakdown grid if
you want to export the summary grid, export the summary grid to Excel, or print the summary information.

For detailed information about summaries, see the Summaries Guide.
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Volunteer Job Records

Jobs are the tasks, or miscellaneous pieces of work, assigned to the volunteers of your organization or to the
volunteers of your organization’s events. For example, your organization runs a homeless shelter. The homeless
shelter runs smoothly, thanks to the endless help of volunteers from the community. You have volunteers who
come in regularly to assist your office staff and others who work tirelessly in the soup kitchen. Medical volunteers
run your health clinic and professional counselors volunteer countless hours helping guests regain their lives. You
have teachers who spend time educating guests’ children and ministers who stop by to offer services. All these
tasks, or pieces of work volunteers perform for your organization, are volunteer jobs.

In The Raiser’s Edge, the second part of the optional module Volunteer Management involves adding job records
to your database. Each job record is composed of four tabs: the General tab, Details tab, Volunteers tab, and Job
Attributes tab. The information you can enter on each tab is discussed in succession in this chapter.

|8 Shots for Tots for North General Hospital [_ =] =]
File Edit Job Fawortes Tool: Help
[ 5ave and Clase - u|l1 1 b H|| ?'|&' ‘
v General |Qetails| vl Enlunteersl Job .-i‘n.tlribgtesl
Jokbe ISthS far Tats Psition: IPediatric Waccinations
Categary: IF'ublil: Health j Walunteer type: IMEdical Staff j

Start date: IDF"..-'EIBH2EID? Ell Minimurm age: |21
End date: I Ell W This Job is far an...

' Organization © Ewvent
Organization: INolth General Hospital ﬂl

™ &llow mandated voluntesrs
™ Job completed

Description: [T s pozition iz open to all phyzsicianz and registered nurzes.,

When you add information on a job record, keep in mind you will later want to find the appropriate volunteers to
assign to the job. You can automatically find volunteers and assign them to a job by using Tools, Find Volunteers
from the menu bar of the job record. If you plan on using Tools, Find Volunteers to automatically find volunteers
and assign them to the job, you should enter information on the job record and the Volunteer tab of your
volunteers’ constituent records consistently. If information on the Volunteer tab of your volunteer’s constituent
records does not match information on the job record, you can limit your ability to find volunteers. Automatically
finding volunteers and assigning them to a job by using Tools, Find Volunteers from the menu bar of the job
record is discussed later in this chapter.

General Information on the Job Record

Note: Once you add a job record to your database, you can view the properties of that job record by selecting
File, Properties from the menu bar of the record. Properties tell you the date the record was added, the date
the record was last changed, who added it, who last changed it, and the import ID.



JoBs 83

When adding a job record to your database, the starting point is to enter a job name on the General tab. After
you enter the name of the Job, you can continue to enter general job-related information on the same tab.
General information includes such data as the Category, which is the group to which a job belongs. At your
organization, you may have several jobs falling under a particular category. For example, at a homeless shelter,
under the category of Homeless Shelter Staff, you may have a Soup Kitchen job, a Counseling job, a Data Entry
job, and a Medical Staff job.

On a job record, you can enter a Start Date and End Date (if applicable). If a job is continuing indefinitely, you can
leave the End Date blank. You can also track the job Position, which is the job title, or kind of work volunteers will
be assigned to perform. Multiple positions can fall under a particular job. For example, serving positions, cooking
positions, and cleaning positions may all fall under the Soup Kitchen job.

On a job record, you can also track the Minimum Age volunteers must be before you allow them to work on a
job, a Description of the job, and whether your organization allows mandated volunteers to perform the job.

I8 Soup Kitchen for Star Mission Shelter

File Edit Job Fawortes Tool: Help

[ 5ave and Clase - U|I1 1 b H|| ?'|ﬁ' ‘
v General |w Qetailsl v Enlunteersl v Job Attribgtesl
Jobe ISoup Kitchen Position; IServer
Categary: |H-:-meless Shelter Staff j Wolunteer twpe: |Kitchen Staff j

Start date: IDS..-'15£2EIDS Ell Minirmurm age: |18
End date: I Ell ¥ This Job is for an...

f+ Organization © Ewvent
Organization; [Star Mission Sheler [

¥ Allow mandated volunteers

[ Job completed

Description: [T his pasition is respansible for ananging food on the serving line.

You can also enter a Volunteer type. Volunteer type denotes the kind of volunteers needed for a job. Entering a
volunteer type can be useful. However, if you plan on using Find Volunteers from the menu bar of the job record
to automatically find volunteers and assign them to a job, we recommend you enter a volunteer type only if a
type is required by your organization. If volunteers can be one of several types to perform a job, you can actually
eliminate volunteers when using Find Volunteers because the information becomes required criterion.

» Adding general information on the General tab of the job record
You can add jobs to your database from the Jobs button of Records.

Scenario: Your organization is a large museum. You have several volunteers who come to your
museum throughout the week to work in the gift shop. Add the Gift Shop job to your database.

1. On the Raiser’s Edge bar, click Records. The Records page appears.
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2. Click the Jobs button. The Jobs page appears.

The Raiser's Edge HE

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

i L
|F|H-‘ Haome IJJL [Records+ Jobs
-~
Constituents :I
Gifts J 0 b S
Actions
Campaigns - -
Funds @ Mew Job W Open & Job
Appeals
Membershipz
S Recently Accessed Records Quick Find
Shots For Tots I 8
Soup Kitchen For Star Mission Shelter
Parking Assistance For Starlight Concert
Phone calls For Walk-A-Thon
Lawn Care:
Crowd Control for Walk-A-Thon
-]

‘Welcome to The Raiser's Edge 7

RS

Note: If you use Tools, Find Volunteers to automatically find volunteers and assign them to a job, only

volunteers with a start and end date range wide enough to encompass the start and end date on the job record
will potentially qualify for the job.

3. Click New Job. The New Job screen appears.

& Mew Job M= E
File Edit Job Favorites Tools Help
[ Save and Close ~ U|K 4 » bl|||g'|?'|&' |

General |Qetailsl Eolunteersl Job Attribgtesl

Juob: IGift Shop Foszition: IEIerk

Categon: IHetaiI j Volunteer type: IGifl Shop Staff j

Start date: |n4;0432005 [ Minimum age: |18
End date: I l [T ThisJobis for an...

(% rgatizatinrn fo ) Event

¥ llow mandated volunteers
Organization:
[ Job completed I !I

Descrption: [y olunteers are rezponzible for running cash registers and zerving customers.

4. Select the General tab. For information about how to open a job record, see “Opening a job record from
the Jobs page of Records” on page 12.

In the Job field, enter “Gift Shop”. Job is the name of the area to which you can assign a volunteer.
In the Category field, select “Retail”. Category is the group to which a job belongs.

Several jobs may potentially exist at the museum and these jobs can all fall under the Retail Category. A

“Book Shop” job may fall under the Retail Category. A “T-Shirt Booth” job may also fall under the Retail
Category.

7. In the Position field, enter “Clerk”. This is the job title, or kind of work a volunteer will be assigned to do.
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Several positions can potentially exist at the museum for the same job. An Inventory position, a Stock
Room position, and a Maintenance position can all exist for the Gift Shop job.

Warning: If you plan on using Tools, Find Volunteers from the menu bar of the job record to automatically
find volunteers and assign them to a job, we recommend you enter a Volunteer type on the Volunteer tab of
the constituent record only if a type is required by your organization. If a volunteer can be one of several types
to perform a job, you can actually eliminate volunteers when using this feature because the information in this
column becomes required criteria.

8. In the Volunteer type field, select “Gift Shop Staff”. This field further breaks down the kind of volunteer
needed for the job.

9. In the Start date field, enter the date “04/04/2006”.
10. Leave the End date field blank because the Gift Shop job will continue indefinitely.
You can enter the same date in the Start date and End date fields if a job lasts only one day.

11. In the Minimum age field, enter “18”. This field stipulates the age volunteers must be before the museum
allows them to perform the job.

12. Mark the Allow mandated volunteers checkbox. This checkbox signifies the museum accepts volunteers
who are required to serve some type of volunteer duty as directed by a court or public agency.

13. In the Description box, enter “Volunteers are responsible for running cash registers and serving
customers.”

Warning: When a job is complete, you should mark the Job completed checkbox on the job record. When you
mark the Job completed checkbox, the job becomes unavailable for selection when you use Tools, Find
Volunteers on the job record to assign volunteers to the job or when you use the Find Jobs button on the
Volunteer tab of a volunteer’s constituent record to assign jobs to a volunteer.

14. To save the general job information and close the job record, click Save and Close on the toolbar.

Linking a Job Record to An Organization Constituent Record

Not only can you track the job name and general information on the General tab of a job record, you also have
the ability to link a job record to an organization constituent record that is already in your database.

i~ ¥ Thiz Job is for an...
* Organization © Ewent

Organization: |Star Mission Shelter ﬁl

Why is linking a job to an organization helpful? Volunteer Management is not only an excellent tool for
nonprofits, it is also an excellent tool for organizations that encourage their members or employees to volunteer
time to nonprofit organizations or philanthropic causes throughout the community. If you are this type of
organization, you can better track where your members or employees are volunteering their time, if you link each
job record to that organization.

For example, your organization is a church. Several members of your congregation voluntarily keep the children’s
playgrounds of the city clean and in good repair. You can set up a Clean the City job in your database and link it to
the organization; in this case, the organization is the Parks and Recreation department of your city. Linking a job
to an organization helps you keep track of where your members are volunteering their time.

Before you can link a job record to an organization record, you must first add a job record to your database. If the
organization constituent record to which you want to link the job record is not in your database, you must also
add an organization constituent record. For more information about adding an organization constituent record,
see the Constituent Data Entry Guide.
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» Linking a job record to an organization constituent record

Note: From a job record that is linked to an organization record, you can go directly to the linked organization
record. From the menu bar of the job record, select Job, Go to. The linked record opens for you to view or edit.

You can link a job to an organization constituent record from the General tab of the job record.

Scenario: Your company supports a program that encourages employees to volunteer their time to the
nonprofit community. For every three hours worked by an employee at a nonprofit organization, you
give one vacation hour to that employee. You have a group of employees who volunteer their time
working at the gift shop of Midlands Historical Museum. Link the Gift Shop job to the museum’s
constituent record. For more information about adding a gift shop job, see “Adding general
information on the General tab of the job record” on page 83.

1. From the Gift Shop job record, select the General tab. For information about opening a job record, see
“Opening a job record from the Jobs page of Records” on page 12.

8 Gift Shop M= E

File Edit Job Favortes Toolk: Help

[ 5ave and Close ~ U|K LI N|| ?'|@' |
¥ General |Qetai|s| Eolunteers' Job .ﬁ.ttribgtesl
Job: IGift Shop Position: IEIerk
Categony: IHetaiI j Wolunteer bpe: Iﬁin Shap Staff j
Start date: Minimurn age: IT
End date: " This Job is for an...

% | Organieation ) Event
v &llow mandated volunteers g

Organization:
[ Job completed & I !I

Deseription: [\ olunteers are responsible for running cash registers and serving customers.

2. Mark the This Job is for an checkbox and select the Organization option.
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3. Click the binoculars in the Organization field to access the Open screen where you can search for
Midlands Historical Museum. When you select the museum from the Open screen, the organization name
appears automatically in the Organization field and the job is linked. For more information about the
Open screen, see the Program Basics Guide.

18 Gir Shop for Midlands Historical Museum

File Edit Job Favortes Toolk: Help

[ 5ave and Close ~ U|K LI N|| ?'|@' |
¥ General |Qetai|s| Eolunteers' Job .ﬁ.ttribgtesl
Job: IGift Shop Position: IEIerk
Categony: IHetaiI j Wolunteer bpe: Iﬁin Shap Staff j
Start date: Minimurn age: IT
End date: ¥ This Job iz for an...
v Allow mandated volurtesrs Qi ®
I Job completad Orgarization: IMidIands Histarical Muzeumn QI
Descrption: [\/oluntesrs are responsible for running cash registers and serving customers,

4. To save the link and close the job record, click Save and Close on the toolbar.

Linking a Job Record to an Event Record

Not only can you track the job name and general information on the General tab of a job record, you also have
the ability to link the job record to an event record that is already in your database.

-~ W This Job iz for ar..
" Organization & Event

Ewent: [\ alk-2-Thon ﬂl

Why is linking a job record to an event record helpful? If you use Event Management, you can create jobs
specifically tailored to the events you host. You may not normally use these jobs on a day-to-day basis. For
example, your organization is a health research organization and you are hosting a large tennis tournament with
proceeds going toward childhood disease prevention. At your organization’s main office, you have volunteers
who come in on a regular basis to help the office staff with data entry, filing, and newsletter preparation. In your
database, you have jobs set up to accommodate these day-to-day tasks. When you prepare for the tennis
tournament, a multitude of extra jobs arise that need to be accomplished before and during the tournament. The
demand for volunteers increases dramatically. It is helpful to add volunteer jobs specific to the tennis tournament
and link each job to the tennis tournament event record. By doing so, you not only keep the event jobs separated
from your day-to-day jobs, you prevent confusion when actually assigning the event jobs to your volunteers
because you can select only from a list of jobs linked to the tennis event record.

Before you can link a job record to an event record, you must first add a job record to your database. If the event
record to which you want to link the job record is not in your database, you must also add an event record. For
more information about adding an event record, see the Event Management Data Entry Guide.

» Linking a job record to an event record

Note: From a job record that is linked to an event record, you can go directly to the linked event record. From
the menu bar of the job record, select Job, Go to. The linked record opens for you to view or edit.
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You can link a job record to an event record from the General tab of the job record. If you want to use Tools,

Find Volunteers from the menu bar of a job record to automatically find volunteers and assign them to an
event job, the job must be linked to the event record.

Scenario: Your organization provides meals to the elderly people of the community. You are hosting a
golf tournament to raise money for this important community service. Several people volunteered to
work with your newsletter staff. These volunteers will take photographs at the tournament and will
also select the best photographs for your newsletter. Link the Newsletter job to the golf tournament

event record. If a Newsletter job record is not in your database, see “Adding general information on
the General tab of the job record” on page 83.

1. From the Newsletter job record, select the General tab. For information about opening a job record, see
“Opening a job record from the Jobs page of Records” on page 12.

B Newsletter & B3
File Edit Job Favorites Tools Help
ESaveandCIose'|u|K 4 » b||| ? - % |
v General | v Details| v Yolunteers | Job Attributes |
Job: [Mewsletter Position: |Event Photographer

Categan: INewsIetter j Wolunteer pe: Ifoice Stalf j

Start date: m Minimurm age: |2‘I_

End date: m [ ThisJobis for an..

(& Organieation ) Event
™ Allow mandated voluntesrs 4

I Job completed Organization: I QI

Deseription: [The event photagraphers are responsible for taking photos at the Annual Golf Tourmament. The
photagraphers will also be responzible for selecting the best shots far our newsletter.

2. Mark the This Job is for an checkbox and select the Event option.
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3. Inthe Event field, click the binoculars to access the Open screen where you can search for the golf
tournament. When you select the golf tournament from the Open screen, the event name appears
automatically in the Event field and the job is linked. For more information about the Open screen, see
the Program Basics Guide. For more information about adding an event record to your database, see the

Event Management Data Entry Guide.

8 Mewsletter for Annual Golf Tournament HE E
File Edit Job Favorites Tools Help

ESaveandCIose'|U|K 4 b||| ? | B |
v General |v Qetailsl W Eolunteersl Job Attribgtesl
Job; INewsIetter Puosition: IEvent Phatographer
Categoly:lNewsletter j Wolunteer t_l,lpe:Ifoiu:e Staff j

Start date: ID?I24H2DD4 EII inimum age: |21
End date:lD?f24,-’2E|04 Ell ¥ This Job is far an...

= Orgamization % Event
Ewent: IAnnuaI Golf Tournament QI

[ Allow mandated volunteers

[ Job completed

Descnption: [The event photographers are responzible for taking photos at the Annual Golf Toumnament. The
photographers will alzo be rezpongzible for zelecting the best shots for our newsletter.

4. To save the link and close the job record, click Save and Close on the toolbar.

Details on the Job Record

On the Details tab of a job record, you can track the skills, experience, courses, and training volunteers must have
to qualify, or be accepted, for the job. You can list medical information and then special needs which eliminate
volunteers from being assigned to the job. You can enter volunteer attributes as criteria to include or not include
volunteers for the job, enter assignment interests to match with your volunteers’ own interests, and enter
checklist items which must be completed by volunteers before they actually start the job.

8 New Job M= 3
File Edit Job Fawortes Toolz Help
[ 5ave and Close - n| H 4 b H||Q| ?'|%' ‘

General  Detals |EOIunteers| Job .l’-'«ttlibgtesl

& Yolunteer Skills and Experience Required
Medlcal;"Specl:laI Description Skill Level License Type
Yolunteer Attributes
Interests/Checklist

Medical Professional Murse RH

Yalunteer Courses and Training Required
Course Name I Certification

= Heart Rescue Course CPR
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The Details tab of the job record contains a list of four detail items on the left. When you make a selection from
the list, corresponding grids appear on the right.

¢ When you select Qualifications from the list on the left, the Volunteer Skills and Experience Required and
Volunteer Courses and Training Required grids appear on the right.

¢ When you select Medical/Special from the list on the left, the Medical Information Required and Do Not
Assign Volunteers Needing grids appear on the right.

¢ When you select Volunteer Attributes from the list on the left, the Include Volunteers with these Attributes
and Exclude Volunteers with these Attributes grids appear on the right.

¢ When you select Interests/Checklist from the list on the left, the Assignment Interests and Checklist Item grids
appear on the right.

Each of these grids will be discussed in order in this section of the chapter.

When you add information in the grids on the Details tab of a job record, keep in mind you will later want to find
appropriate volunteers to assign to the job. As mentioned earlier, you can automatically find volunteers and
assign them to the job by using Tools, Find Volunteers from the menu bar of the job record. If you plan on using
Tools, Find Volunteers to automatically find volunteers and assign them to the job, you should enter information
on the Details tab of the job record and the Volunteer tabs of your volunteers’ constituent records consistently. If
the information you add on the Details tab of the job record does not match information on the Volunteer tabs of
your volunteers’ constituent records, you can limit your ability to find volunteers.

Following is a list of grids on the job record that parallel, or reflect, the grids on a volunteer’s constituent record.
These are the grids where you should enter information consistently:

¢ Information in the Volunteer Skills and Experience Required and Volunteer Courses and Training Required
grids on the job record should match information in the Skills and Experience and Courses and Training grids
on the Volunteer tab of a volunteer’s constituent record.

¢ Information in the Medical Information Required and Do Not Assign Volunteers Needing grids on the job
record should match information in the Medical Information and Special Needs grids on the Volunteer tab of a
volunteer’s constituent record.

e Attributes in the Include Volunteers with these Attributes and Exclude Volunteers with these Attributes grids
on the job record should match attributes listed in the Attributes grid on the Attributes tab of a volunteer’s
constituent record.

¢ Information in the Assignment Interests and Checklist Item grids on the job record should match information
in the Assignment Interests and Volunteer Checklist grids on the Volunteer tab of a volunteer’s constituent
record.
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Job Qualifications on the Details Tab of the Job Record

Qualifications are the skills, experience, courses, and training a volunteer must have to qualify, or be accepted, as
a volunteer for the jobs at your organization. For example, your humanitarian organization sponsors a program
where you build homes for families in need. You set up a carpentry job, a plumbing job, a roofing job, and a
painting job. On the Details tab of each of these job records, you list the specific skills the job requires.

|8 Carpentry [_ | ]

File Edit Job Fawortes Tool: Help

ESaveandElose'|U| H 4 » H|| ?'|ﬁ" ‘
General : | Enlunteersl Job &ttrihutesl
B Qualifications volunteer Skills and Experience Required
MBEIICEIL-"SDEE.:IEN Description Skill Level I License Type
Yolunteer Attributes c " Li a1 5
InterestsHCheckliﬂ | |-arpenter Icense

Yolunteer Courses and Training Required

Course Mame Certification

= Safeky on the Construction Sike Basic First fid

Perhaps you require specific courses for each of the jobs listed previously. Or, you require that volunteers take a
Construction Safety course and a Basic First Aid class before being assigned to any job. On the Details tab of each
of the job records, you also list the course requirements and the dates the courses were taken.

If you later use Tools, Find Volunteers on the job record to automatically find volunteers and assign them to the
job, volunteers who have the same skills and courses listed on the Volunteer tab of their constituent record will
potentially qualify for the job.

Skills and Experience on the Job Record

On a job record, you can track the skills and experience the job requires in the Volunteer Skills and Experience
Required grid. In the grid, you should enter a Description of the skills or experience. Perhaps the job requires
volunteers who are medical professionals and have specialized training. Perhaps the job requires volunteers who
have photography, editing, computer networking, or data entry skills. Your organization may also have jobs
requiring professional volunteers with CPR and lifesaving skills or volunteers with foreign language skills.

Yolunkeer Skills and Experience Required

Descripion I Skill Level I License Twpe

Medical professional Murse Rl

After you enter a Description, you should enter a Skill Level. Skill levels can range from expert, professional, and
highly skilled to minimally skilled. If you are entering experience such as medical training, you may want to enter
a License Type. For example, you can include RN or LPN if you are entering a license type for a nurse.
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» Adding required skills and experience on the Details tab of the job record

You can add skills and experience requirements on a job record by selecting Qualifications from the list on
the left and entering information in the Volunteer Skills and Experience Required grid on the right.

Scenario: Your health organization is promoting Health Awareness Week by offering free blood
pressure screenings to the community. Because this is such a beneficial community service, several
nurses have volunteered to take blood pressures at the screening. Your organization has strict
requirements for finding volunteers for this job. First, the volunteers need to be medical professionals.
In the past, more nurses volunteered for this type of job, so you prefer to ask nurses. You want nurses
with an RN or LPN license type. From the Health Awareness job record, add the skills and experience
requirements of the job. If a Health Awareness job record is not in your database, see “Adding general
information on the General tab of the job record” on page 83.

1. From the Health Awareness job, select the Details tab. For information about opening a job record, see
“Opening a job record from the Jobs page of Records” on page 12.

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can always
type your entry directly into the field if you have security rights established. A message appears, asking if you
want to add the entry to that table. Select Yes. Even though you can add a table entry from a field with a
drop-down list, for data entry consistency, we recommend you establish your table entries from the Tables link
of Configuration. For information about setting up tables, see the Configuration & Security Guide.

2. Select Qualifications from the list on the left. The Volunteer Skills and Experience Required and
Volunteer Courses and Training Required grids appear on the right.

8 Health Awareness

Fil= Edit Job Fawortez Tools Help

E]Saveand[ﬁlose'|u|“ 4 » “||

? - - |

v General

B Qualifications
Medical/S pecial
WVolunteer Athibutes
Interests/Checklist

v Eolunteersl Job gttributesl

Wolunteer Skills and Experience Required

Descripkion | Skill Lewvel I License Type

|__|Medical Prafessional Murse RN

‘olunteer Courses and Training Required

Caurse Mame I Certification

Heart Rescue Course PR

3. In the Volunteer Skills and Experience Required grid, select “Medical professional” in the Description
column. The Description denotes the skills and experience a volunteer must have before being assigned

to this job.

On the same row, in the Skill Level column, select “Nurse”. “Nurse” further defines the skill.

On the same row, in the License Type column, select “RN”. This is the type of license required for the job.

6. To save the information and close the job record, click Save and Close on the toolbar.
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Courses and Training on the Job Record

On a job record, you can track the job’s required courses and training in the Courses and Training Required grid.
In this grid, you should enter a Course Name. Perhaps a volunteer needs to take your Volunteer Orientation,
Health and Sanitation, or Local History class before being assigned to a job. Or, a volunteer needs to take a Heart
Rescue or Advanced Lifesaving course. If a Certification is presented after completion of the required course, you
should enter it beside the Course Name.

Yolunkeer Courses and Training Required
Course Mame I Certification

Heart Rescue Course CPR

» Adding required courses and training on the Details tab of the job record

You can add courses and training requirements on a job record by selecting Qualifications from the list on the
left and entering information in the Volunteer Courses and Training Required grid on the right.

Scenario: Your health organization is promoting Health Awareness Week by offering free blood
pressure screenings to the community. Several practitioners have volunteered to take blood pressures
at the screening. Your organization requires that all practitioners be CPR certified. This provides a high
level of medical assuredness for the people who come to have their blood pressure checked. From the
Health Awareness job record, add the course and training requirements of the job. If a Health
Awareness job record is not in your database, see “Adding general information on the General tab of

the job record” on page 83.

1. From the Health Awareness job, select the Details tab. For information about opening a job record, see
“Opening a job record from the Jobs page of Records” on page 12.

2. Select Qualifications from the list on the left. The Volunteer Skills and Experience Required and
Volunteer Courses and Training Required grids appear on the right.

I Health Awareness HE E
Fil= Edit Job Fawortez Tools Help

ESaveandElose'|U|K 1 » H|| ?'|g' |

v General v Eolunteersl Job gttributesl

B Oua Wolunteer Skills and Experience Required

Medlcala’Spec_laI Description | Skill Lewvel I License Type
WVolunteer Athibutes
Interests/Checklist

|__|Medical Prafessional Murse RN

‘olunteer Courses and Training Required
Caurse Mame I Certification

Heart Rescue Course PR

| |
3. In the Volunteer Courses and Training Required grid, select “Heart Rescue Course” in the Course Name
column.
On the same row, in the Certification column, select “CPR”.
5. To save the information and close the job record, click Save and Close on the toolbar.
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Medical Information and Special Needs on the Details Tab of the Job Record

Certain medical information may be required for the volunteer jobs at your organization. Perhaps your health
organization requires volunteers to have a TB test and a tetanus shot before they can start performing any jobs at
the health clinic. On the Details tab of the Health clinic job, you enter the names of the required immunization
and test in the Medical Information Required grid. As each volunteer complies with your requirements, you track
the exact immunization and test names and the dates the immunization and test were administered in the
Medical Information grid on the Volunteer tab of their constituent records. If you later use Tools, Find Volunteers
on the job record to find volunteers and assign them to the Health Clinic job, the volunteers who have the exact
immunization and test names listed in both of these grids will potentially qualify for the job.

& Health Clinic [_ o] %]
File Edit Job Fawortes Toolz Help
[ save and Close - n|H 1 b H|| ?'|%' ‘
w General v Details |£0|unteers| Job .-’-‘n.ttribgtesl
Medical Information Required ﬂ
V I k . '- Description Carmments
alunteer Attributes
X TE Test TMusk b Li
Interests/Checklist = A
| |Tetanus shiot Administer before starting job
I
Do Mok Assign Yolunkeers Needing
Special Need Comments
= Meeds a babey-sitker We do not provide a babw-sitting service

Certain jobs at your organization have restrictions concerning volunteer special needs. For example, your health
organization is sponsoring a walk-a-thon. You usually provide a baby-sitting service at your events, but you are
not providing this service for the walk-a-thon. To prevent volunteers from being assigned to the individual jobs
you create for the walk-a-thon, you enter “Needs a baby-sitter” in the Do Not Assign Volunteers Needing grid on
the Details tab of each job record. Susan McDonald, a volunteer with your organization, lets you know she needs
you to provide a baby-sitting service before she can volunteer her time at the event. When she let you know of
her special needs, you entered “Needs a baby-sitter” in the Special Needs grid on the Volunteer tab of her
constituent record. By entering the exact special needs in these two grids, Susan will potentially be eliminated if
you later use Tools, Find Volunteers on the walk-a-thon job records to find volunteers and assign them to these
jobs.

Required Medical Information on the Job Record

On a job record, you can track the job’s required medical information in the Medical Information Required grid.
In this grid, you should enter a Description. Perhaps the job requires that volunteers have a physical examination,
a TB test, or hepatitis vaccination before they can start the job. If the job takes place in a foreign country, perhaps
additional vaccinations or medical procedures are needed. After you enter a Description, you can enter any
Comments concerning the job requirements.

Medical Information Reguired

Description I Comments

| |TE Test Must be negative

Hepatitis vaccination Administer before starting job
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» Adding required medical information on the Details tab of the job record

You can add medical information requirements on a job record by selecting Medical/Special from the list on
the left and entering information in the Medical Information Required grid on the right.

Scenario: Your organization is an aquarium. You have volunteers who come in during the week to
assist the office staff with computer data entry. Before volunteers can initially start work at the
aquarium, you require they have a TB test and a tetanus shot. From the Computer job record, add the
medical information requirements of the job. If a Computer job record is not in your database, see
“Adding general information on the General tab of the job record” on page 83.

1. From the Computer job, select the Details tab. For information about opening a job record, see “Opening
a job record from the Jobs page of Records” on page 12.

2. Select Medical/Special from the list on the left. The Medical Information Required and Do Not Assign
Volunteers Needing grids appear on the right.

8 Computer HE E
File Edit Job Favorites Tools Help
[ Save and Cloze ~ U| H 4 » b||| ?'|§' |
v General W Eolunteersl Job gttributesl
Qualifications Medical Information Required
|:I||::al.-' 5 EI:E|| Description I Comments
olunteer Attnbutes .
Intereste/Checklist TE Test Musk be negative
|_|Tetanus shiot Administer before starting job

Do Mot Assign Yolunteers Needing

Special Need I Comments

- Babvy-sitting Service e do not provide a baby-sitting service

In the Medical Information Required grid, select “TB test” in the Description column.

On the same row, in the Comments column, enter “Must be negative”.
On the next row, in the Description column, select “Tetanus shot”.
On that same row, in the Comments column, enter “Administer before starting job”.

No u e Ww

To save the information and close the job record, click Save and Close on the toolbar.

Volunteer Special Needs on the Job Record

On a job record, you can track special needs in the Do Not Assign Volunteers Needing grid. Perhaps particular
volunteers need transportation to and from a job site before they can volunteer. For certain jobs, you offer no
transportation. Perhaps physically challenged volunteers need wheelchair access, but a certain job takes place at
a site where no wheelchair access exists. After you enter a Special Need, you can enter additional Comments
concerning the special needs.

Do Mok Assign Yolunteers Meeding

Special Meed I Comrments

Transportation We do not provide transporkation to the job site,
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» Adding volunteer special needs on the Details tab of the job record

You can add volunteer special needs on a job record by selecting Medical/Special from the list on the left and
entering information in the Do Not Assign Volunteers Needing grid on the right. This becomes important
when you automatically assign volunteers to a job and need to eliminate volunteers who have special needs.

Scenario: Your organization is an aquarium. You have volunteers who come in during the week to
assist the office staff with computer data entry. Several volunteers in your organization can volunteer
only if you provide a baby-sitting service. You do not provide a baby-sitting service for the computer
job. From the Computer job record, enter the baby-sitting service on the job record so you can
eliminate the volunteers with this special need. If a Computer job record is not in your database, see
“Adding general information on the General tab of the job record” on page 83.

1. From the Computer job, select the Details tab. For information about opening a job record, see “Opening
a job record from the Jobs page of Records” on page 12.

2. Select Medical/Special from the list on the left. The Medical Information Required and Do Not Assign
Volunteers Needing grids appear on the right.

8 Computer HE E
File Edit Job Favorites Tools Help
[ Save and Cloze ~ U|K 1 » b||| ?'|§' |
v General W Eolunteersl Job gttributesl
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|:I||::al.-' 5 EI:E|| Description I Comments
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Special Need I Comments
- Babvy-sitting Service e do not provide a baby-sitting service

3. Inthe Do Not Assign Volunteers Needing grid, select “Baby-sitting Service” in the Special Need column.
4. On the same row, in the Comments column, enter “We do not provide a baby-sitting service.”
5. To save the information and close the job record, click Save and Close on the toolbar.

Volunteer Attributes on the Details Tab of the Job Record

Note: You can also use volunteer attributes to include and exclude jobs if you use the Find Jobs button on the
Volunteer tab of a volunteer’s constituent record to find jobs and assign them to the volunteer.

You can add volunteer attributes to the Details tab of a job record. These attributes help you include or exclude
volunteers when you find volunteers and assign them to the job. Using volunteer attributes is especially helpful if
you use Tools, Find Volunteers on the job record to automatically find volunteers and assign them to a job.
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For example, your conservation organization is hosting a walk-a-thon to raise money for your Save the Beaches
campaign. On the day of the event, you need many volunteers to help with directions and keep the crowd
walking on the right track. You want to assign the right volunteers to the job, so you need to make sure the
volunteers have an interest in walking. On the Details tab of the Crowd Control job, you list an attribute with a
Category of Interests and a Description of Walking in the Include Volunteers with these Attributes grid.

8 Crowd Control for Walk-A-Thon M= E3
File Edit Job Fawortes Toolz Help

ESaveandElee'|n| H 4 P H| | ?'|%' ‘
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 Exclude Yolunteers with theze Attributes

Caktegaory I Description I Shart. .. I Date I Cumment;I
= Special Mailing Types Do Mok Phone 042512005 Send Iettuaflll
3

s
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A while back, Orla McGrann, a volunteer at your organization, told you that walking was one of her favorite
fitness activities. You entered her interest in walking on the Attributes tab of her constituent record.

== Orla A. McGrann

File Edit “iew Constituent Letter Fawortez Toolz Help

ESaveandEIme'|U|§'&'@' H 4 » H|—'|?E||| ?'$'|'
w Biol | w Bio 2 I W Sddresses I W Addressees/S alutations | v Relationzhips I W Sppeals I W Motes | v Gifts
v Attributes | v Media | v Bchions I Honor/temarial I W Woluntesr I v Prozpect I tembership | v Ewents

Cateqary | Description | Shart Desc, | Dake | Caomments
Interests Walking 07/08§2005 Avid walker

4] o 3

Because the attribute on the Details tab of the Crowd Control job record exists as an attribute on the Attributes
tab of Orla’s constituent record, you will potentially be able to find Orla and assign her to the Crowd Control job
when using Tools, Find Volunteers.

If you want to exclude particular volunteers from a job, when using Tools, Find Volunteers from the menu bar of
the job record, attributes listed in the Exclude Volunteers with these Attributes grid on the Details tab of a job
record must also exist on the Attributes tab of the volunteers’ constituent records. If the attributes you enter in
the Exclude Volunteers with these Attributes grid exist on the volunteers’ Attributes tabs, the volunteers will
potentially be eliminated.

Including Volunteers with Volunteer Attributes

You can include volunteers with particular attributes by selecting Volunteer Attributes from the list on the left of
the job record and entering information in the Include Volunteers with these Attributes grid on the right.

- Inchude Yolunteers with theze Attributes

ategory I Description IShu:urt...I Drate I Comments
Interests Zooking 03132005 Excellent cook
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» Including volunteers with volunteer attributes

Scenario: Your organization provides meals to the elderly people of the community. You are hosting a
golf tournament to raise money for this important community service. You need volunteers to assist
the newsletter staff in taking photographs at the tournament. When you find volunteers and assign
them to the Newsletter job, you want to include those who expressed an interest in photography. This
information is listed on the Attributes tab of their constituent records. From the Newsletter job
record, enter an attribute with the Category of Interests and a Description of Photography on the
Details tab of the job record. If a Newsletter job record is not in your database, see “Adding general
information on the General tab of the job record” on page 83.

1. From the Newsletter job, select the Details tab. For information about opening a job record, see “Opening
a job record from the Jobs page of Records” on page 12.

2. Select Volunteer Attributes from the list on the left. The Include Volunteers with these Attributes and
Exclude Volunteers with these Attributes grids appear on the right.

8 Mewsletter for Annual Golf Tournament HE E
File Edit Job Favorites Tools Help

ESaveandCIose'|u||{ 4 » "||

v General v Details Iv Eolunteersl Job Attribgtesl

?'

- |

r Include Yolunteers with these Attributes

Qualifications

,'__ I Categary I Description I Shart ... | Date I Cariments
Volunteer Attributes
Interestsf[ﬁhecklist Jlnterests Phiokagraphy 02/02/2005 Amateur photagra. ..
r~ Exclude Yolurteers with these Attributes
Category I Diescription I Shart ... I Date | Comments I
- Special Mailing. .. Do Mot Phone 0Z/0272005 W'e cannok con,.,,

3. In the Include Volunteers with these Attributes grid, select “Interests” in the Category column.

On the same row, in the Description column, select “Photography”.

5. On the same row, leave the Short Desc column blank because a short description was not used with this
attribute.

On the same row, in the Date column, enter today’s date.
On the same row, in the Comments column, enter “Amateur photographers are welcome.”
8. To save the information and close the job record, click Save and Close on the toolbar.
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Excluding Volunteers with Volunteer Attributes

You can exclude volunteers with particular attributes by selecting Volunteer Attributes from the list on the left of
the job record and entering information in the Exclude Volunteers with these Attributes grid on the right.

- Exclude Yaolunteers with these Attributes

ategory I Description I Short ... I Drate I Comments
Special Mailing Types Do Mot Phone 03/13/2005 Mokify through. ..

» Excluding volunteers with volunteer attributes

Scenario: Your organization provides meals to the elderly people of the community. You are hosting a
golf tournament to raise money for this important community service. You suddenly remember you
have not found volunteers to assist the newsletter staff in taking photographs at the tournament.
Before you start phoning volunteers, you remember that several volunteers do not like to be
contacted by phone. This information is listed on the Attributes tab of their constituent records. When
you find volunteers to assign to the Newsletter job, you want to exclude those who expressed they do
not want to be phoned. From the Newsletter job record, enter an attribute with the Category of
Special Mailing Types and a Description of Do Not Phone on the Details tab. If a Newsletter job record
is not in your database, see “Adding general information on the General tab of the job record” on
page 83.

1. From the Newsletter job, select the Details tab. For information about opening a job record, see “Opening
a job record from the Jobs page of Records” on page 12.

2. Select Volunteer Attributes from the list on the left. The Include Volunteers with these Attributes and
Exclude Volunteers with these Attributes grids appear on the right.

/I8 Mewsletter for Annual Golf Tournament HE E
File Edit Job Fawortes Toolk: Help

ESaveandElose-|U|“ 4 » “||

v General « Details Iw Eolunteersl Job .ﬁ.ttribgtesl

?-

% |

r Include Violunteers with these Attributes

Qualifications

Medical/Special
-. "u'r ”__ I Category I Description I Short ... | Date I Camments
v OlURlEST |lnbuies:
5 Interests/Checklist Jlnterests Photography 02/02/2005 | Amateur photogra, ..
 Exclude Valunteers with these Attributes
Category I Description I Short ... I Date | Comments I
Special Mailing. .. Do Mok Phone 02/02)2005 M'e cannaok con. ..

3. Inthe Exclude Volunteers with these Attributes grid, select “Special Mailing Types” in the Category
column.

On the same row, in the Description column, select “Do Not Phone”.

5. Onthe same row, leave the Short Desc column blank because a short description was not used with this
attribute.
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6. On the same row, in the Date column, enter today’s date.
7. Onthe same row, in the Comments column, enter “We cannot use these volunteers for this job.”
8. To save the information and close the job record, click Save and Close on the toolbar.

Assignment Interests and Checklists on the Job Record

You can track assignment interests on the Details tab of your job records. Assignment interests help you assign
volunteers to the jobs they enjoy most. For example, you have volunteers who come in regularly to assist your
office staff with computer data entry. You set up a Computer job record. On the Details tab of the Computer job
record, in the Assignment Interests grid, you enter “Office Staff” because you only want to assign volunteers to
the job if they have an interest in working with your office staff. If you later use Tools, Find Volunteers on the job
record to automatically find volunteers and assign them to the Computer job, the volunteers who have the same
interest of Office Staff entered on the Volunteer tab of their constituent record will potentially be available for
the job.

8 Soup Kitchen for Star Mission Shelter M= E3
File Edit Job Fawortes Toolz Help
ESaveandElee'|n| H 4 P H|| ?'|%' ‘
w General ) | W Eolunteersl v Job &ttributesl
Qualifications Assignment Interests I
Medlcal;"Specl:laI Serving fond
Wolunteer Attributes [T .
| |Cooking
Checklist Tem ﬂ
= Yolunteer Orientation
= Health and Sanitation class
| |TE Test -
4| »

Checklists are the “to do” lists your volunteers must complete before they can start a job. For example, your
organization owns and runs many historical properties. All your tour guides are volunteers. Before volunteers can
be assigned to the Tour Guide job, they must complete an application, attend orientation, and attend a class on
local history. On the Details tab of the Tour Guide job record, in the Checklists grid, you enter these checklist
items. If you later use Tools, Find Volunteers on the job record to automatically find volunteers and assign them
to the Tour Guide job, the volunteers who have the same checklist items entered on the Volunteer tab of their
constituent records will be available for the job.

Assignment Interests on the Job Record

On a job record, you can track assignment interest requirements in the Assignment Interests grid. In this grid, on
separate rows, you should enter each interest your volunteers should have before they can be assigned to the
job. Perhaps your organization hosts a summer camp for children who have cancer. For the Camp Counselor job,
you add assignment interests of “Children/Youth” and “Camp Counselor”. This ensures you assign volunteers
who are highly interested in working with children and want to be camp counselors.

Assignment Interests

| Childrenauth

Zamp Counselor
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» Adding assignment interests on the job record

You can add assignment interests on the job record by selecting Interests/Checklist from the list on the left
and entering information in the Assignment Interests grid on the right.

Scenario: Your organization runs a homeless shelter. You have many people who volunteer their time
to your organization. You like to assign volunteers to jobs they are interested in. Right now, you need
volunteers who are interested in cooking or serving food in your soup kitchen. From the Soup Kitchen
job record, enter these two interests on the Details tab so you can find appropriate volunteers. If a
Soup Kitchen job record is not in your database, see “Adding general information on the General tab
of the job record” on page 83.

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can always
type your entry directly into the field if you have security rights established. A message appears, asking if you
want to add the entry to that table. Select Yes. Even though you can add a table entry from a field with a
drop-down list, for data entry consistency, we recommend you establish your table entries from the Tables link
of Configuration. For information about setting up tables, see the Configuration & Security Guide.

1. From the Soup Kitchen job, select the Details tab. For information about opening a job record, see
“Opening a job record from the Jobs page of Records” on page 12.

2. Select Interests/Checklists from the list on the left. The Assignment Interests and Checklist Items grids
appear on the right.

I8 Soup Kitchen for Star Mission Shelter HE E
Fil= Edit Job Fawortez Tools Help
ESaveandElose'|U|K 14 b H|| ?'|g' |
v General 2 il w Eolunteersl v Job gttributesl
Qualifications Assignment Interests I
Medlcala’Spec_laI Serving food
Volunteer Attibutes [T .
vy = | |Cooking
Checklist Ttem ﬂ
= waolunkeer Orientation
= Health and Sanitation class
| |TE Test -
| »

3. In the Assignment Interests grid, on the first row, select “Serving food”.
4. In the second row, select “Cooking”.
5. To save the information and close the job record, click Save and Close on the toolbar.
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Checklist Items on the Job Record

Checklists are the “to do” lists you assign to your volunteers. The checklist items you add on a on a job record
indicate the items you require volunteers to complete before they can start that particular job. For example,
before your volunteers can start volunteering as camp counselors, they must complete an application, attend
orientation, and get a tetanus shot. Each of these items are listed on a separate row in the Checklist Item grid on
the Camp Counselor job record. Checklists are important when determining the jobs to which volunteers can
actually be assigned. If volunteers have not completed the checklist items, they should not be assigned to a job
having these same checklist requirements.

Checklist Tkem

| Zomplete application
| aktend orientation

Tetanus shot

» Adding checklist items on the job record

You can add checklist items on the job record by selecting Interests/Checklist from the list on the left and
entering information in the Checklist Item grid on the right.

Scenario: Your organization runs a homeless shelter. You have many people who volunteer their time
working in your soup kitchen. Before volunteers can start working in the soup kitchen, you require
they attend a Volunteer Orientation session and a Health and Sanitation class. They must also get a TB
test. From the Soup Kitchen job record, enter these three checklist items on the Details tab. If a Soup
Kitchen job record is not in your database, see “Adding general information on the General tab of the
job record” on page 83.

1. From the Soup Kitchen job, select the Details tab. For information about opening a job record, see
“Opening a job record from the Jobs page of Records” on page 12.

2. Select Interests/Checklist from the list on the left. The Assignment Interests and Checklist Item grids
appear on the right.

@ Soup Kitchen for Star Mission S helter HE E
File Edit Job Favorites Tools Help
[ Save and Cloze ~ U|K 14 » b||| ?'|§' |
v General | W Eolunteersl » Job gttributesl
Qualifications Assignment Inkerests I
Medlcal#Spec.laI Serving food
Volunteer Attibutes [ )
: - Cooking
Checklist Ttem ﬂ
| |¥alunteer Orientation
|__|Health and Sanitation class
- TE Teskt -
4 | »

3. In the Checklist Item grid, on the first row, select “Volunteer Orientation”.
4. On the second row, select “Health and Sanitation class”.
5. On the third row, select “TB test”.
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6. To save the information and close the job record, click Save and Close on the toolbar.

Job Assignments on the Job Record

You can automatically find multiple volunteers in your database and assign them to a job by using Tools, Find
Volunteers from the menu bar of a job record. As you assign volunteers to a job, each job assignment lists in the
Job Assignments grid on the Volunteers tab of the job record and in the Job Assignments grid on the Volunteer
tab of each volunteer’s constituent record. This allows you to track present or past job assignments in both

places.
I8 Lawn Care [_ =]

File Edit Job Fawortes Tool: Help

?- 8-

[ 5ave and Close - U| M 4 » H||
v Eenerall Letails | Job Attribgte3|
Sl [0 e G SSIETTENL % WEIELE -

End Date SUpervisar

Yolunteer name
John T, Smith
Mark D, Adamson

Qkko G, Monbgormety
Jason D, Campbel 09/10/2005 Mowing all lawns

Mowing all lawns  Marguerite Ackerman

Mowing all lawns  Fletcher Riddle

01/01/z2005 Mowing all lawns  Franklin Smalls
Fletcher Riddle

|Total Agzigned: 4 Total Requested: 0

Warning: Remember that the Volunteers tab is on a job record and the Volunteer tab is on a constituent
record.

After you assign volunteers to a job, you can open a job assignment on the Volunteers tab of the job record for
viewing, editing, or deleting, if you have security rights.
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On the Volunteers tab, you can click Show on the action bar above the grid to determine what you want to view
in the grid. You can select to view All Job Assignments, or you can select to view Assigned or Requested job

assignments.

8 Lawn Care
File Edit Job Fawortes Toolz Help

[ save and Close - n|H 1 » H| |?'|%-

= 3

W Eenelall Detail: Yaolunteers |.J0b .-’-‘n.ttribgtesl

ol [ e G SIaTEnt e WEIEE

Start date

Volunteer namme

John T. Smith Marguetite Ackerman
Mark. O, Adamson 01/01/2005 Mowing all lawns  Fletcher Riddle

2kbo G, Monbgomery 01/01/2005 Mowing all lawns  Franklin Smalls

Jason D, Campbel 09102005 Mowing all lawns  Fletcher Riddle
|Total Aszigned: 4 Total Requested: 0

Once a volunteer is assigned to a job, another helpful thing you can do from the Volunteers tab of the job record
is to view the availability of the volunteer. Select the volunteer assignment for whom you want to view and click
Open Job Assignment on the action bar. The Job Assignment screen appears. From the menu bar of the Job

Assignment screen, select View, Availability for.

Job Azsignment for Jazon . Camphell
File Edit | View JobAszzignment Help

E Save g vailability far . Campbell % -
Jok: ILawn Care ﬂ
Statug; $$|gnecE " Requested on; I El
Department: IMaintenance ﬂ F'gsitian:lMUWinEI
Location: I‘I b Franklin Avenue j Task: IMDwing all lawins
Categony: IGT':'UH':'S Maintenance j Wolunteer tgpe:l

Lol Lo

Start date: I 09/0/2005 EI Start time: ISDD Ak Supervisar: IFlE—'tChE[ Riddle

End gate:l E|I Ed tirne: I1 2:00 PH Day ofﬂeek:ISGtufday
[ Letter sent ar: I EI

L

Motes: Jasan can work during the week if necessary. He can work only evenings.

L&

A
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The volunteer availability for that particular volunteer appears. You can readily see the times, dates, and days the

volunteer can work. The information that appears comes directly from the Volunteer Availability grid on the
Volunteer tab of the volunteer’s constituent record.

Availablility for Jazon D. Campbell |
Yolunteer Aevailability
From Date I To Date I Day I Skart Time I End Tirme:
11/m 12431 Weekend: 200 AM 500 P
11/m 12431 Weekday: 500 PM F.00 P

Cloze |

Automatically Assigning Volunteers to a Job

When you use Tools, Find Volunteers from the menu bar of a job record, you can assign only those volunteers
having criteria on the Volunteer tab of their constituent records that matches criteria listed on the job record.

Remember, too much criteria on your job records and the Volunteer tab of your volunteers’ constituent records
can limit your ability to find jobs.

8 Lawn Care M= E3
File Edit Job Fawortes | Tool: Help
i 5ave and Close - | [ | Find Yolunteers... ‘
W ﬁenerall Details : Bun Macro...
Sl 0 et s siar e User Dptions... -
Volunteer name Skart date End Date Task Supervisor

John T. Smith 09/09/2005 Maowing all lawns  Marguerite Ackerman

Mark, 0, Adamson 01/01/2005 Mowing all lawns  Flekcher Riddle

Dkbo G, Monbgaormery 01/01j2005 Mowing all lawns  Franklin Smalls

Jason D, Campbel 09/10/2005 Mowing all lawns  Fletcher Riddle

|Total Agzigned: 4

Total Requested: 0

To use Tools, Find Volunteers effectively, the following criteria should be true on the job record and the

Volunteer tab of your volunteers’ constituent records.
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L A volunteer Type in the Volunteer Types grid on the Volunteer tab of the constituent record must match the
Volunteer type on the General tab of the job record. If a volunteer type does not exist on both the constituent
record and the job record, there is a potential match. If a volunteer type exists on the constituent record, but
not the job record, there is no match.

() start Date and End Date in the Volunteer Types grid on the Volunteer tab of the constituent record must have
a range wide enough to accommodate the Start date and End date on the General tab of the job record. If
these dates do not exist on the constituent record or the job record, there is a potential match. The program
also considers the From Date and To Date in the Volunteer Availability grid on the constituent record when
checking for valid dates.

U All entries in the Description, Skill Level, and License Type columns of the Skills and Experience Required grid
on the Details tab of the job record must exist in the Description, Skill Level, and License Type columns of the
Skills and Experience grid on the Volunteer tab of the constituent record. If an Expires date is present in the
Skills and Experience grid on the constituent record, it must be later than the Start date on the General tab of
the job record. If you do not want to consider the Expires date, leave that column blank in the Skills and
Experience grid.

L All entries in the Course Name and/or Certification columns of the Courses and Training Required grid on the
Details tab of the job record must exist in in the Course Name and/or Certification columns of the Courses and
Training grid on the Volunteer tab of the constituent record. (A course may exist without a certification and
vice versa. If a course and certification exist on the same row on the job record, the program considers them
related, and they must exist on the same row on the constituent record.) The Start Date in the Courses and
Training grid on the constituent record for each course/certification must be before the End date on the
General tab of the job record. The Expires date in the Courses and Training grid on the Volunteer tab of the
constituent record for each course/certification must be later than the Start date on the General tab of the job
record. If you do not want to consider the Expires date, leave that column blank in the Courses and Training
grid.

L All entries in the Description column of the Medical Information Required grid on the Details tab of the job
record must exist in the Description column of the Medical Information grid on the Volunteer tab of the
constituent record. The Date in the Medical Information grid on the constituent record must be before the
End date on the General tab of the job record.

U To exclude volunteers, all entries in the Special Need column of the Do Not Assign Volunteers Needing grid on
the Details tab of the job record must exist in the Description column of the Special Needs grid on the
Volunteer tab of the constituent record. If you leave information in the Special Needs grid on the constituent
record or information in the Do Not Assign Volunteers Needing grid on the job record blank, or if the
information in these two grids do not match, the volunteer can be assigned to the job.

L All attribute entries in the Category and Description columns of the Include Volunteers with these Attributes
grid on the Details tab of the job record must match attribute entries in the Category and Description columns
on the Attributes tab of the volunteer’s constituent record. If the attributes listed in the Include Volunteers
with these Attributes grid on the Details tab of the job record exist on the Attributes tab of the constituent
record, there is a potential match.

L To exclude particular volunteers, if the attributes listed the Category and Description columns of the Include
Volunteers with these Attributes grid on the Details tab of the job record exist in the Category and
Description columns on the Attributes tab of the volunteer’s constituent record, there is no match.

U All entries in the Assignment Interests grid on the Details tab of the job record must exist in the Assignment
Interests grid on the Volunteer tab of the constituent record. (You can have more assignment interests listed
on the Volunteer tab of the constituent record than on the Details tab of the job record, and still have a
match.) If assignment interests do not exist on the Details tab of the job record and Volunteer tab of the
constituent, there is a potential match.

L All entries in the Checklist Item grid on the Details tab of the job record must exist in the Volunteer Checklist
grid on the Volunteer tab of the constituent record. (You can have more checklist items listed on the Volunteer
tab of the constituent record than on the Details tab of the job record, and still have a match.) Date Completed
in the Volunteer Checklist grid on the Volunteer tab of the constituent record must be before the End date on
the General tab of the job record. If you leave Date Completed in the Volunteer Checklist grid on the
constituent record blank, the volunteer does not match because the program assumes the volunteer did not
complete the checklist.
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U To include mandated volunteers, you must mark the Allow mandated volunteers checkbox on the General tab
of the job record. A mandated volunteer is indicated by the Start date and Date completed fields under the
Mandate Info section on the Volunteer tab of a constituent record. If a volunteer is a mandate during any part
of the date range on the General tab of the job record (Start date and End date), there is a potential match.

» Automatically finding volunteers and assigning them to a job from the job record

You can automatically find volunteers and assign them to a job by selecting Tools, Find Volunteers from the
menu bar of the job record.

Scenario: Your organization is a church. Volunteers perform many jobs for the church. One job
performed regularly is lawn care. You added a Lawn Care job to your database. Now, you need to
assign volunteers to the job. From the Lawn Care job record, select Tools, Find Volunteers from the
menu bar to automatically find volunteers and assign them to the job.

From the Lawn Care job record, select the Volunteers tab.

From the menu bar, select Tools, Find Volunteers. You do not have to be on the Volunteers tab to use the
Tools, Find Volunteers functionality, but it helps to view all the created job assignments in one place. For
information about opening a job record, see “Opening a job record from the Jobs page of Records” on
page 12.

8 Lawn Care HE E
File Edit Job Favontes | Toals Help

E Save and Close = | u | Find Volunteers... i ‘

vl Eenerall Detailz e Bun Macra...

Sl e B SR User Options... -

Yolunkeer name End Date Task Supervisor
John T, Snaith 09/09,200¢ Mowing all lawns  Marguerite Ackerman
Mark. D, Adamsan 01/01/2005 Mawing all lawns  Fletcher Riddle
Otto G, Montgomery 01/01/2005 Mowing all lawns  Franklin Smalls
Jason D, Campbell 09102005 Mowing all lawns  Fletcher Riddle
|T0tal Aszigned: 4 Total Requested: 0

| |
The Available Volunteers screen appears.

Available Yolunteers for Lawn Care E2
= = i} = “
Assign? I Yolunkesr Mame I Start Date | End Date | Start Time | End Tirne | Department |ﬂ

Mark D, Adamson

Lucy G. Avdeenko

F.athleen R. Bently

Jazon 0. Campbell

The Chip ' Dip

Zachery J. Clover

Autumn L. Compton

The Computer ' arehouse _ILI
3

I:I_I_I_I_I-I_I_I_I
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The Volunteer Name appears on the Available Volunteers screen and is locked. It defaults from the
Volunteer tab of the volunteer’s constituent record. You cannot change the volunteer name. Category
and Position default on the Available Jobs screen from the job record. You can edit the information that
defaults into these two columns. You can add information in any of the other columns. The columns on
the Available Jobs screen are: Volunteer Name, Start Date, End Date, Start Time, End Time, Department,
Location, Category, Position, Task, Supervisor, Day of Week, and Notes.You must scroll to see the other
columns.

Tip: If you want to select all volunteers in the grid on the Available Volunteers screen, click Select All on the
action bar above the grid. If you want to unmark all check marks in the Assign? columns, click Deselect All.

3. Mark the checkbox in the Assign? column by the volunteer(s) you want to assign to the Lawn Care job.
Once you mark a checkbox in the Assign? column by a volunteer, all columns in that row are unlocked so
you can enter information.

Available Yolunteers for Lawn Care E2

= =] i} - |
Assign? I Yolunkesr Mame I Start Date | End Date | Start Time | End Tirne | Department |ﬂ

[T Mark D. Adamson

W Lucy G. Avdeenko

¥ Eathlzen F. Bently

I JasonD. Campbell

[T The Chip N Dip

¥ Zachery .. Clover

¥ Autumn L. Compton

[T The Computer W arehouse -
i _'l_I

4. Enter a Start Date, End Date, Start Time, End Time, Department, Location, Task, Supervisor, Day of
Week, and Notes, depending on the information you use at your organization. You can accept the default
Category and Position or you can edit the information that appears.

Available ¥olunteers for Lawn Care E3

= = 1] FaS|
Assign? I Yolunteer Name I Start Date | End Date | Start Time | End Time I Diepartment | Location \ﬂ

[T |Mark D. Adamson

W Lucy G. Avdeenko 071242005 S00AM  1200PM |Maintenance 25 Hampto...

[¥  Kathlzen F. Benty 071242005 300aM  1200PM | Maintenance 25 Hampto...

[T Jason D, Camphell

[T TheChip N Dip

W Zachery .. Clover 071242005 3004 1Z200PM  Maintenance 25 Hampto...

W &utumn L. Compton 071242005 S004AM  1200PM  Mantenance 25 Hampto... |

r The Computer W arehouse -
o i

5. To assign the selected volunteers to the Lawn Care job, click Assign Now on the action bar. If the selected
volunteers match the criteria on the job record, you receive a confirmation message.

The Raizer's Edge E3

@ The zelected azsignments [4] have been created.
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6. Click OK. A job assignment is created for each volunteer and the assigned volunteers appear in the Job
Assignments grid on the Volunteers tab of the Lawn Care job record.

Remember, the created job assignments appearing in the Job Assignments grid on the Volunteers tab of
the job record also appear in the Job Assignments grid on the Volunteer tab of each volunteer’s
constituent record.

Note: A status bar appears on the bottom of the Volunteers tab, letting you know how many volunteers were
assigned or requested.

7. To save the job assignments and close the Lawn Care job record, click Save and Close on the toolbar.

Viewing Volunteer Availability from Job Assignments on the Job Record

Once a volunteer is assigned to a job, a helpful thing you can do from the Volunteers tab of the job record is to
view the availability of a volunteer. From the menu bar of an opened Job Assignment screen, select View,
Availability for. The volunteer availability for a particular volunteer appears. You can readily see the times, dates,
and days the volunteer can work. The information that appears comes directly from the Volunteer Availability
grid on the Volunteer tab of the volunteer’s constituent record.

» Viewing volunteer availability from a job assignment on a job record

Volunteer availability helps you readily determine the dates, days, and times a volunteer can work for your
organization.

1. From a job record, select the Volunteers tab.

2. Select the volunteer assignment for whom you want to view availability.

/I8 Computer HE E
Fil= Edit Job Fawortez Tools Help
ESaveandElose‘|U|K 14 b H|| ?'|g' |
v ﬁenerall Detail: v Yolunteers IJub gttributesl
| = =
Yolunkeer name 7 I Start date | End Date I Task Supervisar I
Barrett 1, O'Malles 0zf1311999 Data Enkry Debbie Kreps
athleen R, Bently 1; ] Cata Entry Christy Beasley

Susan E, McDonald O4f2202002 Data Enkry Marguerite Ackerman
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3. On the action bar, click Open Job Assignment. The Job Assignment screen appears.

Job Aszsignment for Kathleen R. Bently
Eil= Edit “iew JobAssignment Help
[ 5ave and Close - | B - ‘
Jok: ICDmputel QI
Status: (& " Fequested on: I ml
Department: ICUmmunit_l,J Service j Position: ICUmputel Operator
Location; |33 Huntingtor ' ay j Task: IData Entry j
Categorny: IHomeIess Shelter Staff j Yalunteer tupe: IGeneraI j

Start date: [06/30/2000 =] Stant tie: [5:00 PM Supervisor: [Chisty Beasley
End date: I I End time: |1 D:00PM | Dap of wesk: IFnda_l,l
[V Letter sent on: I l

MHotes; |Kathleen states she can wark additional hours on Saturday, if abzolutely necessary.

Kl

L

I

4. From the menu bar of the Job Assignment screen, select View, Availability for [Volunteer Name].

Job Aszsignment for Kathleen R. Bently E2
Eile  Edit | View JobAssignment Help

Jok: ICDmputel ﬂl
Status: (¢ " Fequested on: I ml
Department: ICUmmunit_l,J Service j Position; ICDmputel Operatar
Location: |33 Huntington ' ay =l Taﬂ_ngata Eritry =]
Cateqorny: IHomeIess Shelter Staff j olunteer tupe: IGeneraI j

Start date: [06/30/2000 =] Stant time: [6:00 PM Supervisar: [Chiisty Beasley
End date: I I End time: |1 0:00 PM Diay of week: IFnda_l,l
Iv Letter sent on: I l

MHaotes; |Kathlzen states she can wark additional hours on S aturday, if absolutely necessary.

Kl

L

I
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The Availability for screen appears, displaying the dates and times the volunteer is available to work for
your organization.

Availabliity for Kathleen R. Bently E

Yolunteer deyailability

From Date | Tao Date I Day | Skark Time I End Tirne
01/01 12431 “Weekends  5:00 AM 10:00 P
oA 12431 “Weekdays  6:00 PM 10:00 P

Cloze |

5. Click Close. You return to the Job Assignment screen.
6. On the toolbar, click Save and Close. You return to the job record.

7. On the toolbar, click Save and Close.

Editing Job Assignments on the Job Record

After you assign volunteers to a job, you can open a job assignment on the Volunteers tab of the job record for
viewing or editing, if you have security rights. For information about establishing security rights, see the

Configuration & Security Guide.
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» Editing a job assignment on the Volunteers tab of a job record

On the Volunteers tab of a job record, you can open a job assignment for viewing or editing, if you have

security rights.

Scenario: Your organization is a church. Volunteers perform many jobs for the church. One job

performed regularly is lawn care. You added a Lawn Care job to your database and you assigned John
Smith to the job. John originally told you he could work from 8:00 a.m. to 12:00 p.m. on Saturdays. He
just informed you he has to change his volunteer hours. He can now work from 12:00 p.m. to 5:00

p.m. on Saturdays. Open his job assignment and change the Start time and End time. If you have not
assigned John to the Lawn Care job, see “Automatically finding volunteers and assigning them to a job

from the job record” on page 108.

1. From the Lawn Care job record, select the Volunteers tab. For information about opening a job record,
see “Opening a job record from the Jobs page of Records” on page 12.

8 Lawn Care

File Edit Job Favorites Tools Help

ESaveandCIose'|u||{ 4 » "||

?'

&-

I 3

v Eenerall Detall: + Wolunteers IJob Attribgtesl

i =

Wolunkeer name Start date

Mark D, Adamson o1/o1/2007
Otbo G, Monkgomery 01l gza07
Jason 0, Campbell 0971312007
Lucy . Avdeenko o7f12¢z007
Kathlzen R. Benthy 07f12f2007
Zarhery 1, Claver 07i1ziz007

End Date

Mowing all lawns
Mowing all lawns
Mowing all lawns
Mowing all lawns
Mamwing all lawns
Mowing all lavwns

Fletcher Riddle
Franklin Smalls
Fletcher Riddle
Fletcher Riddle
Fletcher Riddle
Fletcher Riddle

| Total Agzigned: 8

Total Requested; 0
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2. Select John Smith’s job assignment and click Open Job Assignment on the action bar above the grid. The
Job Assignment screen appears.

Job Aszsignment for John T. Smith E
Fil= Edit “iew JobAzsignment Help
[ 5ave and Close - | [ )(| 4 k| P B ‘
Jab: ILawn Care QI
Status: ™ Assigned © Regquested Dn:l EI
[Department: IMaintenance j Position: IMowing
Location: |25 Hampton Street j Task: IMowing all lawnz j
Categon: IEhurch Maintenance Staff j Wolurnteer lEIJBZI j

Start date: IDSJD?QDD? EII Start time: IS:DD & Supervisor: IMalguerite &ckerman

End date: I EII End time: I'I 2:00 P Day of wesk: I Saturday j
[ Letter sent or: I EII

Mates: [John stated he can work additional hours, if necessan, ;I

[~

3. Inthe Start time field, delete 8:00 AM and enter “12:00 PM”; in the End time field, delete 12:00 PM and
enter “5:00 PM”.

Job Aszsignment for John T. Smith E
Fil= Edit “iew JobAzsignment Help
[ 5ave and Close - | [ )(| 4 k| P B ‘
Jab: ILawn Care QI
Status: ™ Assigned © Regquested Dn:l EI
[Department: IMaintenance j Position: IMowing
Location: |25 Hamptan Street j Task: IMowing all lawnz j
Categon: IEhurch Maintenance Staff j Wolurnteer lEIJBZI j

Start date;IDSJD?QDD? EII Start time;I'IE:DD Phd sgpewisg,;IMargueriteAckerman

End date: I E'I End time: |{LX0EN 0] Diay of week: I Saturday j
[ Letter sent or: IUS."'I 0/2007 EII

Mates: [John stated he can work additional hours, if necessan, ;I

[~

4. To save the changes and close the job assignment, click Save and Close on the toolbar. You return to the
Volunteers tab of the Lawn Care job record.

Remember, the created job assignments appearing in the Job Assignments grid on the Volunteers tab of a
job record also appear in the Job Assignments grid on the Volunteer tab of each volunteer’s constituent
record. Any changes you make on John’s job assignment on the Lawn Care job record reflect on the job
assignment that lists in the Job Assignments grid on the Volunteer tab of his constituent record.
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Deleting Job Assignments on the Job Record

If you have the appropriate security rights, you can delete a job assignment from the Volunteers tab of a job
record. The job assignment will be removed permanently from the Job Assignments tab on the job record and
also from the Job Assignments grid on the Volunteer tab of the volunteer’s constituent record.

» Deleting a job assignment on the Volunteers tab of a job record

Deleting a job assignment is permanent. Make sure you do not need the record in the future. You may need it
later for historic purposes.

Scenario: Your organization is a church. John Smith volunteers for your lawn care job. You added a
Lawn Care job to your database and you assigned John to the job. Now, John calls to inform you that
he cannot volunteer for this job. Delete John’s job assignment from the Volunteers tab of the Lawn
Care job record. If you have not assigned John to the Lawn Care job, see “Automatically finding
volunteers and assigning them to a job from the job record” on page 108.

1. From the Lawn Care job record, select the Volunteers tab. For information about opening a job record,
see “Opening a job record from the Jobs page of Records” on page 12.

8 Lawn Care HE E

File Edit Job Favorites Tools Help

ESaveandCIose'|U|K 4 » b||| ? - & |
v ﬁenerall Detalls  + Wolunteers IJob Attribgtesl
i P =

Start date End Date SupEryisor

Narquerite Acke
Fletcher Riddle

Mark.D. Adamsaon oLfo1f2007

Mamwing all lawns

Otto G, Montgomery oLfo1/2007 Mowing all lawns  Franklin Smalls
Jason [, Camphbell 09/ 1312007 Mowing all lawns  Fletcher Riddle
Lucy G, Avdeenko O7fLaiz007 Mowing all lawns  Fletcher Riddle
Kathleen R, Bently o7fLziza07 Mowing all lawns  Fletcher Riddle
Zachepy 1. Clover 071202007 Mowing all lawns  Fletcher Riddle _PILI

|Total Aszzigned: 8 Tatal Requested: 0
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2. Select John’s job assignment and click Delete on the action bar above the grid. The record opens and a
message appears.

Job Azsignment for J smith ﬁl

File Edit “iew JobAssignment Help

[ Save and Clase - | [ 3¢ | 4 v | ?- B

| Jab: ILawn Care QI

Status: ™ Assigned  Requested on: I EI
[Department: IMaintenance ﬂ Position: |Mowing

Location: Im The Raiser's Edge E ﬁ
Categary: |Churct Are pou zure you want to delete this Job Assighment record? jv

Stark date: |09/07.
End Elate:l Tes | ’TI ﬁ

[ LetfErsent o | )|

Mates: [John stated he can work additional hours, if necessan, ;I

[
3. Click Yes. You return to the Volunteers tab. The job assignment is removed permanently from your
database.
4. Click Save and Close on the toolbar.

If you delete a job assignment in the Job Assignments grid on the job record, the same job assignment will
disappear from the Job Assignments grid on the Volunteer tab of the constituent record.

For information about deleting a job assignment from the Volunteer tab, see “Deleting a job assignment on the
Volunteer tab” on page 53.

Job Attributes

Job Attributes are useful bits of information you can attach to a job record. The Job Attributes tab helps you
identify the qualities, characteristics, and concerns associated with a job record.
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Although you set up attributes from the Attributes link of Configuration, you can add attributes to a job record
from this tab. Select your attributes from the Category column in the Attributes grid and enter information in the
Description, Short Desc., Date, and Comments columns. You can choose which attributes list on this tab by
filtering (sorting by type) the attributes. You can display all attributes or one specific attribute category.

8 Newsletter for Annual Golf Tournament M= 3
File Edit Job Fawortes Toolz Help
[ save and Close - n|H 1 b H|| ?'|%' ‘
W Eenelall W Qetailsl w Wolunteers v Job Altibutes |
Category I Description I Short Desc. I Date I Comments
Education Level College or Technical Schoal 07/09/2005 Meeds diploma or certificate
| |Location Type Indoor/Cukdoor 07092005 Moskly oukdoor wark,

An example of an attribute you may want to track for a job record is an education level — whether the job
requires a college or technical school education, a high school education, or no specific education level at all.
Another example is whether the job is an indoor job, an outdoor job, or takes place in both locations. The use of
attributes on the job record is unlimited and can be customized for the jobs of your organization.

For information about adding attributes from the Attributes link of Configuration, see the Attributes section in
the Configuration & Security Guide.
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accessing, see navigating
activating inactive awards 72
adding
availability 40
awards to volunteer tab 61
checklist to volunteer tab 77
assignment interests
defined 6
job record 101
volunteer tab 42
assignments
job record
automatically assigning 106
deleting 115
editing 112
viewing volunteer availability 110
volunteer tab
automatically assigning 47
deleting 53
editing 51
manually assigning 44
attributes
job 116
volunteer 96
automatically assigning jobs
job record 106
volunteer tab 47
availability
adding to volunteer tab 40
viewing from job record 110
awards
defined 6
volunteer tab
adding 61
future awards 65
inactive 68

C

checklist

defined 6

job record 101

volunteer tab 76
contact, emergency 28
courses

job record 93

volunteer tab 34

D

details tab
job record

assighment interests 101
checklists 101
medical information 94
gualifications 91
special needs 94
volunteer attributes 96

E

emergency contact, volunteer 28
event record, linking to job record 87
experience

job record 91

volunteer tab 32

F

find jobs button, defined 6
find volunteers, defined 6
future awards, defined 6

G

general
job record
adding information 83
linking job record to event record 87
linking job record to organization record 85
volunteer types 83
volunteer tab 26

inactive awards, defined 6
interests, volunteer tab 42



120

J
job
defined 82
viewing volunteer availability 110
job assignments
defined 7
viewing volunteer availability 110
volunteer tab
automatically 47
deleting 53
editing 51
manually assigning 44
job qualifications
courses 93
experience 91
skills 91
training 93
job record
defined 82
details tab
assignment interests 101
checklists 101
medical information 94
qualifications 91
special needs 94
volunteer attributes 96
general tab
completing 83
linking job record to event record 87
linking job record to organization record 85
job attributes tab 116
navigating 11
user options 18
volunteer tab 104
job, defined 6

L

linking
job record to event record 87
job record to organization record 85

M

mandate information
defined 7
volunteer tab, adding 74
manually assigning jobs 44
medical information
defined 7
job record 94
volunteer tab 36

N

navigating
job record 11
volunteer record 8
needs, special 36

O

opening, see navigating
organization record, linking to job record 85

P

preferences, see user options

Q

qualifications

defined 7

job record
courses 93
experience 91
skills 91
training 93

volunteer tab
courses 34
experience 32
skills 32
training 34

S

skills

job record 91

volunteer tab 32
special needs

defined 7

job record 94

volunteer tab 36
statuses

volunteer tab 26

volunteer, defined 8
summary, volunteer tab 78

T

time sheets
defined 7
volunteer tab
adding 55
deleting 59
editing 57
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toolbars
job record 15
volunteer record 15
training
job record 93
volunteer tab 34
type, volunteer 26

U

user options
job record 18
volunteer record 17

V

vehicle information 29
volunteer
attributes 96
availability, defined 8
defined 8, 23
jobs, see jobs
status, defined 8
Volunteer Management, defined 2, 23, 82
volunteer tab
assigning jobs automatically 47
assigning jobs manually 44
assignment interests 42
awards
adding 62
future awards, adding 65
inactive awards 68
checklist 76
courses 34
defined 23
deleting job assignments 53
editing job assignments 51
emergency contact information 28
experience 32
general information 25, 26
mandate information 74
medical information 37
navigating 8
skills 32
special needs 38
status information 26
summary 78
time sheets 54
training 34
user options 17
vehicle information 29
volunteer availability 40
volunteer types 26
volunteer type
defined 8
job record 83

volunteer tab 26
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