Navigating the Team Member Portal

Once you have a Team Member User Account, you must be added to the opportunities you want to manage by your
District Volunteer Coordinator in order to access the opportunities in the portal. Refer to the Staff Access & Team
Member Tab to complete this step. If you have 301a Access and Application Access, you will be able to

select and onboard volunteers. If you do not have 301a Access, you will only be able to select volunteers. If you do
not have Application Access, you will only be able to onboard volunteers.

When you log into the portal, you will see what features are currently live for you to use and what is currently in
development. You can also check on any important announcements by clicking the red "Announcements" banner
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When you scroll down, you will see different options depending on your level of access. If you have been granted
301a Signature Access, Application Access, and Time Log Access by your volunteer coordinator, you will see a
"Selection and Onboarding" tab and a "Time Log" tab on the left. If your permissions are different, you will only see
"Selection", "Onboarding", or "Time Logs" depending on your access. These are the two main functions you will
toggle between to manage volunteer applications and Time Logs. You can also click the plus sign on the right hand
of the gray "Selection and Onboarding Information" to expand it and learn what the different selection and
onboarding statuses mean.
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On the left side of the screen, you can use different filters to sort your opportunities. If you want to find all
volunteers under a specific opportunity, use the "Volunteer Opportunities” filter. To view opportunities based on
their status, use the "Opportunity Statuses" filter below that. Lastly, to view applications based on their status, use
the "Application Statuses" filter at the bottom.
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Depending on your access settings, you can use the buttons on the right of your screen to update volunteer
application statuses and sign 301a forms (only if you are a federal employee). You can refer to the "Selection and
Onboarding Information" dropdown to see what each status means.
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