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volunteer management made easy!
VoelunteezMatters producvion Build Z0L1061%.2235

©

Hame

monstration System

Registered Users:

Sign In:

Username

Password |

Remember Me
Forgot your username or password?

Qf Click here to recover your username
Click here to reset vour password

Visit:
http://www.volunteermatters.
com/customercode (please
replace customercode with

| your unique customer code.

If you do not know your
customer code please email
closerware support.

Enter your username and
password.

If you have not been set up
with a username and
password, please contact your
organization’s administrators.



http://www.volunteermatters.com/customercode
http://www.volunteermatters.com/customercode
mailto:support@closerware.com?subject=Requesting%20Customer%20Code
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Visit the ‘Admin’ Section
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Under ‘Volunteering’ group click the calendar/category under which you would like
to create new volunteer shifts.
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volunteer management made easy!
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NNS Provisional Home Run Doneina Service Shift NNS MMNSFall HolidaySale HolidaySale Spring Bag NMNS NNS
Volunteer Saturday Class forHealthy Day -Done ina Summer Bag Day SetUp (Provisional Day Weekday Provisional 5
Calendars Signin ProjectHome Kids -Service  (formerly Day Concentrated (Provisional (Provisional special (Provisional SignIn hour
(Actives Run for Shift - Active  Community (formerly  Provisionals Special special event) special Saturday
1 He ids I 1 Co ity ) event) Shifts
S er I |
MMNS NNS Active  NNS Active N \ﬁst Fall Formal Spring MMNS 2Hour KITK -Home October
Provisional 8 Saturday ‘Weekday Tuesday Event Formal Event Closing Shit Run Shifts GMM
Hour Service Service WorkMNight (Provisional (Provisional
Saturday Shifts Shifts Provisionals Special Special
Shifts Event) Event)
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Select edit to the right of a shift to change an existing shift (blue). Select ‘Add’ to
add new shifts (red)
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volunteer management made easy!

VolunteerMatters production Build 20110514 22325

This screen will list all of the current
shifts scheduled for the
© 5838 08 &L P calendar/category you chose in the

Directory “olunteer  Admin Setup Log Out

votumesring previous step. By default, it is
% ® ® ® ® ® ® ® ® @ @& @& @ | organized by date and time.

omnieer ™WS Sawrday Provisional Home Run for Dane in a Day Service Shift - NNS Summer NNS Fail Bag Holiday Sale Hofiday Sale  Spring Bag  NNS Vieehday

Calendars sign In Class Hea (forme: Dane in a Ea ancenirated Day [Provisiona Day sign In Pro fsional 5 - ——
(Actives  ProjectHome - ft Comrunity  (formerh Provisionals  (Provisional  (Provisional special event) [Provisiona hour Saturday /Hour Sat urday Sery fice Shifts Service Shifts Might [Provisiona
OMLY] Run for Impact Cammunity Special Eventjspecial event special event shift shifts Provisionas Special Event

Healthy Kids Sustaner Impact) @ @ @ @
omMLY

Spring Formal MINS 2 Hour  KITK -Home  October G
Event Ciosing Shift  Awn Shifts
[Provisiona
Special Event

Volunteer Shifts

Calendar: Done in a Day (formerly Community Impact) (Active)

Lock In Period: 7 Days. Lock OQut Period: 1 Day

@ @ (’I'\r

edit delete lock release

e Lo Uefault View ~ refresh edit new Results per Page 256
first previous next last 37 total record(s) found. Page 1 of 2

T~ calendar Shift Status Date StartTime  EndTime  Max Slots Assngnedt:oum/\_

Done in aDay

1 [  dormeryCommunity ~ pb Flacementainitior Released  2010-10-08  8:00 AM 1200PM 20 1 jedut%nssugrmrws

Impact)
Done in aDay .

2 [  dormeryCommunity ~ pb Flacementainitior Released  2010-10-08  1100AM  300PM 20 1 P edit g Assignments
Impact)
Done in aDay .

3 ] (formerly Community 'F‘,‘;tn:here BeMomBithoay  popaced  2010-1009  9:30 AM 1200PM 2 1 P it gll Assignments
Impact)
Done in aDay .

4 [  dormeryCommunity ~ pb Flacementainitior Released  2010-10-09  9:30 AM 180PM 6 5 P it gl Assignments
Impact)
Done in aDay .

5 [ (ormerlyCommunity ag&;mememsmﬂh’ Released  2010-10-09  12:30PM  430PM 20 1 # it ) Assianments
Impact)
Done in aDay .

6 ] dormeryCommunity ~ pungs rLife Poster Released  2010-10-11  5:00PM 600PM 19 1 P = Assignments
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Create new volunteer shift(s)

Create Calendar Shift(s)

Add New Shift(s)

Calendar Done in a Day (formerly Com munity Impact)

* Name

Descriplion

* Shift Start Date E = Shiff End Dale

*DaysofWeek [T sun [C mon 2 Tue (2] wed [ Thu (2] Fri

* Starf Time D now
* End Time D now
* Max Slofs 0

* Status Locked -

| €3 Cancel || i Preview |

6 of 10
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This is the ‘Add New Shifts’ screen.
Fill in all of the boxes with event data.

Pay attention to the date and time
formats required by the system
(Clicking the calendar icon and use
the built-in selector with insert the
proper date format. Clicking the
‘now’ icon on times will illustrate the
required time format HH:MM AM)

For the 'Shift Status’ it is a good idea
to mark as “Locked” during this
process, so you don’t release an
event in error too early.

When you have finished entering all
of the data and marked the event’s
status, click on the “preview” button.
This will allow you to review the data
prior to uploading it onto the
calendar.
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Sample new volunteer shift(s)

Create Calendar Shift(s)

Add New Shift(s)

Calendar Done in a2 Day (formerly Community Impact)

“Name Sample Volunteer Shift

Description description for a volunteer shift to

illustrate the process for creating new
gshift=s. Thi=s i=s a sample description
for a wvolunteer shift to illustrate the
process for creating new shifts.

“ Shift Start Date 2011-01-01  ZH - spig Eng Date 20110131

" Days of Week Sun V| Mon Tue V| Wed Thu ¥ Fri Sat
* Starf Time  10:00 AM D now
*End Time  02:00 FM D now

*Max Siofs 4

*8iztus Locked -

| & Cancel || i Preview |
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The name of the shift appears in the
calendar/category listing. It should
be descriptive but as brief as
possible.

The description of the shift appears
when a volunteer clicks on the shift
for more detail.

The shift start and ends dates are for
the period this shift will recur. If this
shift is for a single day, you may
enter the same date. In this
example, these are shifts being
created for the month of January in
2011.

Check the days of the week this shift
will occur. In this example this shift

is on all Mondays, Wednesdays, and

Fridays for the month.

The max slots are the total number of
people you need for this shift.

Shifts with a locked status can be
viewed by volunteers but cannot be
signed up for. Shifts with a released
status are available for sign-ups.
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Preview and create new volunteer shift(s)

Create Calendar Shift(s)

Add New Shift(s)

Max Status

Name

Description

This is a sample description for a volunteer shift to illustrate the process for creating new shifts. This is a sample
description for a volunteer shift to illustrate the process for creating new shifts. This is a sample description for a volunteer 10:00 02:00
shift to illustrate the process for creating new shifts. This is a sample description for a volunteer shift to lllustrate the AN PM
process for creating new shifts.

Sample
Volunteer
Shift

4 Locked

January 2011
Sun Mon Tue Wed Thu Fri Sat

s |

The preview displays the
shift data (blue) and a

B: @5 s @s Bs @ 7= | calendar/category where
each day a shift will be
created has a check in its
box. If there are any
exceptions (days that should
be removed or days that
should be added, you may
check or un-check the

N = e = —.| appropriate boxes. In this
sample there is a check for
every Monday, Wednesday,
Hu @ and Friday in the month of
January.

If you need to change any
settings you may click the
“Cancel” button. Otherwise,
click the “Create Shifts”
button.

[ @ Cancel | | G Create Shifi
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Release/lock volunteer shift(s)

Volunteer Shifts

Calendar: Done in a Day (formerly Community Impact) (Active)

Lock in Period: 7 Days. Lock Out Period: 1 Day

@ © ©

edit delete

View: @ Default View

first prewvious next last 37 total record(s) found. Page 1 of 2

F/\ Calendar Shift Status Date StartTime EndTime MaxSlots  Assigned Count /g

refresh edit new Results per Page 25 -

Done in a Day .
[ \ tormeryCommunity DD PlacementShiftior Released  2010-1008  B8:00 AM 1200PM 20 1 (7 et §3 Assignments

Im pact)
[ T 2B DIAD Placement Shift for

2 ] (formerly Community HRHK Released 2010-10-08 11:00 AM 3:00 PM 20 1 fﬂ Assignments
mpact)
one in aDay .

3 ] formerly Community 'F‘,Etn:,herQBeM"mB'”hd“ Released  2010-10-09  9:30 AM 1200PM 2 1 P edit A assianments
m pact)
one in aDay .

4 [ JomeryCommunity Dt FlacementSniftior Released  2010-10-09  9:30 AM 180PM 6 5 7 zdit gAAssianments
mpact)
one in aDay .

5 ] fiomenyCommunity DD PlacementShiftior Released  2010-1009  12:30PM  4:30PM 20 1 P edit g Assianments
Im pact)
Done in a Day .

- . Lungs for Life Poster . ’ i :

6 [ (formerly Community Distribution Released  2010-10-11 5:00PM 6:00PM 19 1 7 edit @14 Assignments

Im pact)

Once you have the volunteer shift data loaded, you can “Release” the volunteer opportunity, which
allows contacts to sign up via the Contact Volunteer Calendar/Category. If the volunteer shift data
is not complete you can keep the volunteer opportunity “Locked”. To change a single shift’s status
(from locked to release or vice versa) click ‘Edit’ to the right of its listing (red). To change multiple
shift statuses at once, place a checkmark in the box to the left of each shit (blue) and click the
‘Lock’ or ‘Release’ icon (green) whichever is appropriate.

NOTE: Once contacts have signed up for an event you cannot change the event’s date
start time or end time. Do not release volunteer opportunities until they have confirmed
and complete information.
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If managing volunteer opportunities for multiple calendars/categories
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Volunteer Shi

Calendar: Done in a Day (formerly Community Impact) (Active) %

®

deie®

@ %

ook relese

@ @

Lock In Peried: 7 Days. Lock Qut Period: 1 Day

View: @ Default View ~ refresh edit new Resufts per Page 25 ¥
first previous next last 37 total record(s) found. Page 1 of 2
. Calendar Shift Status Date Stari Time  EndTime  MaxSlots  Assigned Count
1 & Eﬂ”::cg G S DO POk DIAD Placement Shift for HRHK Rekased  2010-10-08  8:00 AM 1200PM 20 1 P edit @ nssignments
2 B ﬁnU::cE R S B DIAD Placement Shit for HRHK Rebased  2010-10-08  1100AM  3:00PM 20 1 A edit ) Assignments
5 O ﬁnc';:cg DLy i Let There Be Mom Bithday Party Eekased  2010-10-09 950 AM PR =) 1 et 8
a Done in a Day (formerty Community H
O mpeh e You can tell which calendar/category you are currently
5 Dane i a Day (formerty Community DIAD Plac { Shift for HEHK . . . . \
= b —— et Sniter managing by its name listed just below the ‘Volunteer
6 ] one 1 a Lay (larmerly Commury Lungs for Life Poster Distrbution . ’ .
impac _ Shifts’ heading (red).
7 B ﬁnc';:cg Sz R Sy Safe Kids Choosy Kids Traning
g [ R e O VA B T R Steriing Community Center Atter-School Fall Carnival
at : If you are loading volunteer opportunities for multiple
9 |:| Enu::cg aDay (formerly Community Homes of Hope Golf Classic
0[] D naDa me N CaR  Siieg Gonmunty Gorter FalFest calendars/categories you can jump between volunteer
1 [] Deremaba(emerdy oty creeniie couniyRecresim Enchanizs ke st - Cgle@ndars/categories by clicking on the calendar’s icon
. Done n 2 Day (fo G i Greenvile County Recreatian Enchanted Tracks at th
e B gy A Do Couny Reereaton Enchantec Tracks 2t g the top Of the screen (blue) .
13 B Eﬂ”::cg favp non oo ey Spinx Run Fest (far Meals on Wheek)
14 D Done in a Day (formerly Community Greenville County Recreation Camp Spearhead
N Impact) Spooktacular
15 D II::nU;']-I:cE a Day (formerty Community g;sﬁgxilb County Recreation Enchanted Tracks at the Released 2010-10-30 5:00PM 9:00 PM 8 o ;ﬁ a ekl Nsacmanent
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