Overview of Volunteer.gov

This guide provides an overview of Volunteer Coordinator and Team Member administrative functions in
Volunteer.gov. This guide reviews in detail each tab on the main menu screen and include links to other Knowledge
Articles with more specifics about each section.

Volunteer Coordinator View

Home  Volurteer Opportunities s Team Member Access v Applications v Volunteers  TimeTracing  Knowledge s Chatter  Dashboards v Reporting  Gererated Reports v KRl Hles v User Management

Across the top of the screen are several tabs:

Clicking on each tab will bring you to the landing page for that tab.

o Home : Default landing page when logging in. The home page has dashboards with quick visual facts such
as number of applications pending or in other statuses to your opportunities, your volunteer opportunities
by status, or other general stats across Volunteer.gov.

e Volunteer Opportunities : Where you will spend most of your time while working in Volunteer.gov. This tab
is where new opportunities are created or existing opportunities are managed.

o Team Member Access: Lists team members, volunteer opportunities they are assigned to, and the access
that has been given to them (301a Signature Access, Application Access, Time Log Access)

e Applications : Shows an overview of all current applications across all volunteer opportunities you own.
Click on the name of any applicant to see their applications.

¢ Volunteers : Allows you to create and export custom tables of volunteer and volunteer opportunity
information.

¢ Time Tracking: Provides an overview of volunteer hours by opportunity, so that you can have a quick
overview of totals and jump to specific opportunities to manage the hour logs associated to them.
Additionally, the Time Tracking tab includes an Approval Required column where you can easily see which
opportunities have time logs that require your review and/or approval.

o Knowledge : Home for knowledge articles, which are documents of information. Articles can include
information on process, like how to reset your product to its defaults. In other words, the Knowledge Center
is like a resource library. The goal of the Knowledge Center is to make it easier for Volunteer Coordinators to
find solutions to their questions without having to ask for help.

e Chatter : Place for Volunteer Coordinators to communicate with each other within Volunteer.gov. This
feature is a default feature for Salesforce platforms, the system that Volunteer.gov is built on, but is
currently not being actively used or managed by the Volunteer.gov team.

o Dashboards :Similar to the Reports tab. It is where all currently designed dashboards are listed for data
stored in Volunteer.gov. These dashboards are ultimately what is displayed on the Home tab. Dashboards
display data that is gathered from reported generated in the Reports tab. Again, like reports, you can create
dashboards based on reports of your own opportunities.

¢ Reporting : Create your report(s) by inputting agency/department and start/end dates for the report to
cover.

e Generated Reports: Where your created reports appear and are available for up to 30 days from the
creation date.

o KPI: Key Performance Indicator dashboards with data such as average time between application
onboarding and ready to volunteer, number of applications per opportunity, etc.

¢ Files: Location for saved files

¢ User Management: Allows District Volunteer Coordinators to request new Team Member access



Team Member View
If you have a Team Member account, your portal looks like this:

A Volunteer.gov Log Out

Team Member Portal

Welcome to the Team Member Portal. This new portal is still actively being developed with new additional features coming soon.
Currently live:
* Selection: Team ‘s application status, including tentatively selecting them for the volunteer opportunity.
i Toam sign OF-301a of a5 woll 35 apply thelr Signature 1o the tarmination ing ta close out OF-3013 forms to end a voluntesr's service.
as aVoluntaer Coordinator, which includes the ability ta create new time log entries for individuals or groups. and review and approval time log entries made by volunteers. Team Members will also get any Improvements made to Time Logs for Volunteer Coordinators

* Time Logs - NEW prember: Team have all the same

Under development:
* Help Center - Coming In December: Team Members will get 2 Help Center built into the Team Member Portal that will cantain helpful guides detailing how to use the varieus functions of the portal.

lsalaumnanuonnnmmg Time Log I

Selection and Onboarding Information

o Selection and Onboarding: Where you can update volunteers’ application status and complete their
onboarding process. You can update volunteer applications to Under Review, Waitlisted, Accepted, or
Declined. For the onboarding process, if you are a federal employee, you can sign OF-301a forms or
terminate service in the Team Member Portal.

e Time Logs: Holds all of the volunteer hours for opportunities that you have access to. You can add hours for
volunteers under certain opportunities or approve hours that volunteers have submitted.



How to Request a new Volunteer.gov Volunteer Coordinator or Team Member Account

This guide outlines the process of requesting a new account for a Volunteer Coordinator or a Team Member,
including non-federal employee accounts.

Please start by filling out a User Account Request form (provided by your District Volunteer Coordinator, or the

National Volunteer Program Manager). To enable the fillable fields, download a copy of the Access Request form

and open using an Adobe application. The form must be filled out using Adobe and signed using a federal ID card

(PIV, CAC, etc,).

1. Select the type of account from the drop down menu: Volunteer Coordinator or Team Member.

2. Select the type of action required:

a. New -You are a new user and there is no current or past user for your site.

b. Change - You are taking over Volunteer.gov administrative duties from another staff member at your
site.

c. Deactivate - A staff member is departing their role and no longer needs access.

d. Reactivate - Your account has gone inactive and needs to be activated again.

Personal Information (fill out all required fields)

4. Email address: Please enter an email address that is associated with a federally accepted domain. Ex:
@blm.gov, @nps.gov, partner.nps.gov, usace.army.mil, etc. Ensure that your email meets this requirement
to proceed.

5. Employee Type (choose one)

a. Federal Employee
b. Non-Federal Employee - partners, contractors, interns, etc.
6. Transfer or Deactivate (only fill out if you are transferring account duties or deactivating an account)
7. Signatures:
e For aProject level Volunteer Coordinator Team Member:
¢ Employee Signature: The person requesting a Team Member Account
= NOTE: An employee signature is required a second time at the bottom of the second
page.
e Supervisor Signature: The Team Members Supervisor
e Authorizer Signature: The Volunteer Coordinator submitting the Team Member account
request
¢ For a District Volunteer Coordinator:
o Employee Signature: The person requesting a Volunteer Coordinator Account
= NOTE: An employee signature is required a second time at the bottom of the second
page.
e Supervisor Signature: The Volunteer Coordinators Supervisor
e Authorizer Signature: The Agency Volunteer Program Manage.

w

Please note that each agency has a limited number of user licenses. For USACE, only District Volunteer
Coordinators have a license to the Salesforce Volunteer.gov administrator website.

Once the form is complete and fully signed:
¢ For District Volunteer Coordinator accounts: email the completed form to your agency lead. They will
sign and submit it on your behalf to the Volunteer.gov Help Desk and CC you.
o You will receive an account creation email from the Volunteer.gov Help Desk when your account
has been created (~1-2 business days after submission).
o Ifyou do not receive an account creation email within two business days, please check with your
agency lead and they will check the status.
e For Project Team Member accounts: District Volunteer Coordinator navigate to the User Management tab
attach the completed form and fillin all required fields using the information from the form. Due to federal
security requirements both the PDF form and the submission form must be completed.



1. Once signed by all required signatures, navigate to the "User Management" Tab

2. Upload the form, fill out all the required fields on the page and then hit 'Submit’

Team Member Management

New Team Member Request Form

2 armicis for mors Information and access to the new User Account Requast form

*= Requiree

ion

* Attach signed access request form

Site Information

Malling Address

&

ZipvPostal Code * Time Zone

Once your account has been activated, you can sign into your associated site:
e Volunteer Coordinator Portal
e Team Member Portal


https://www.volunteer.gov/vc
https://doinps-vol.my.site.com/tm/login

Volunteer Coordinator Vs. Team Member Roles

Two staff account types: Volunteer Coordinator vs. Team Member

¢ Volunteer Coordinator: full access, limited licenses per agency, uses Volunteer Coordinator portal

A Volunteer Coordinator account allows federal staff, approved partner staff (with proper
background check and PIV/CAC), and/or approved volunteers (with proper background check and
PIV/CAC) full access to all staff functionality in Volunteer.gov: recruitment, volunteer selection,
onboarding, time tracking, reporting, and more.

Volunteer Coordinators can create or edit opportunities, review volunteer applications, create and
assign onboarding tasks including the OF-301a form, sign OF-301a forms (only federal staff), add or
approve time log entries, and run reports.

These accounts require a volunteer coordinator license which each agency has a limited number
of; reach out to your agency contact for more information on how these licenses are handled for
your agency.

o Team Member: limited access, unlimited licenses per agency, uses Team Member portal

A Team Member account allows federal staff, approved partner staff (with proper background check
and PIV/CAC), and/or approved volunteers (with proper background check and PIV/CAC) limited
access to staff functionality in Volunteer.gov: volunteer selection (review applications and select
volunteers)*, onboarding (only federal staff: signing 301a forms and terminating 301a forms), and
add or approve time log entries™.

o *With this release only onboarding functionality is available. Volunteer selection and time

log functionality is planned for future releases.

Team Members cannot do the following: create or edit opportunities, create and/or assign
onboarding tasks, or run reports.
Team Members must be added to opportunities on the Staff Access tab to have access to the
different functions related to those opportunities. Team Members can be added to as many
opportunities as needed.
These accounts require a team member license which each agency has an unlimited number of.
Volunteer Coordinators can submit a request for a new team member account for their staff,
partners, or volunteers who meet the requirements for an account using the User Management tab.



Volunteer Opportunities Overview
This guide provides an overview of the tabs under Volunteer Opportunities.

When Volunteer Opportunities is selected, the tab options from left to right are the following:

e Opportunity: Where all of the details related to the opportunity are located. Each section can be expanded
to view or edit the editable fields.

e Preview: What your opportunity looks like when published and listed to the public to view on Volunteer.gov.

e Staff Access: Where you can add or remove additional Volunteer Coordinator or Team Member access to
the opportunity, application, and/or time log.

e Volunteers: Where you can view Applications, Volunteer Tasks, and Volunteer Coordinator Tasks. You can
take many actions here from updating an application status, viewing an application, and viewing the
volunteer task details.

e Create Onboarding Tasks: Create the volunteer onboarding tasks specific to an individual or group 301a,
and associate other tasks.

e Time Log: View the Volunteer Time Log details for that volunteer including the volunteer name, position,
date hours occurred, total completed hours, and status.

e Chatter: Links to activity on the Chatter tab

e Activity: Shows opportunity activity.

e History: Shows opportunity history.

e QR Code: Provides the QR Code and direct link for the opportunity. In the case where an opportunity is
unlisted, you will share this with the volunteer to directly access the unlisted opportunity.

o Files: Where any associated uploaded files for the opportunity can be found.

555 VolunteerManageH. Home  Volunteer Opportunities ~  Team Member Access v Applications v Volunteers ~ TimeTracking ~ Knowledge v  Chatter Dashboards »  Reporting GeneratedReports v KPl  Files v User Management
Volunteer Opportunity ~ K
Catak A ] G q ‘ + Follow ‘ Edit Close Printable View
Py
Status Site # of Applications Received # of Applications Accepted

Closed Lake Okeschobes 0 1

1> Drait Recruitment Scheduled Recruitment Active Fost-Recnutment Canceled Closed

[ Topics (0

[ Type a topic name, use the arrow keys to select your topic, then press Enter.

Qpportunity Preview Staff Access Volunteers Create Onboarding Tasks Time Log Chatter Activity History QR Code Files




Opportunity and Application Status Definitions

This guide provides detailed definitions of opportunity and application statuses in Volunteer Management.

Opportunity Status

Draft: The opportunity is drafted but not actively recruiting or searchable on Volunteer.gov.

Recruitment Scheduled: The opportunity has date and time scheduled in the future to recruit volunteers
and be searchable in Volunteer.gov. Once that date and time are reached, the opportunity will
automatically be switched to Recruitment Active.

Recruitment Active: The opportunity is open for applications. It will be searchable on Volunteer.gov if

the unlisted option is not checked. If the opportunity is marked as unlisted, but is in the Recruitment Active
status, volunteers who have been provided the unigue URL to locate the opportunity posting can access it,
but will otherwise not be searchable on Volunteer.gov.

Post-Recruitment: The opportunity is no longer recruiting volunteers.

Canceled: The opportunity is canceled and no longer active, editable, or recruiting. The volunteer is
notified on Volunteer.gov that the opportunity is canceled.

Closed: The opportunity is closed, and no longer recruiting.

Application Status

Submitted: This status indicates the volunteer has submitted their application to the opportunity.
(COMING SOON!) Under Review: This status indicates the volunteer application in the under review status
and is currently being considered but has not been tentatively accepted for the position yet.

Waitlisted: This status indicates that the opportunity has reached the maximum number of volunteers. A
volunteer application in the waitlisted status is currently not being considered but may be in the future if
space opens.

Tentatively Accepted: This status indicates that the volunteer has been accepted to the volunteer
opportunity and is ready to begin the onboarding process.

Declined: The volunteer application is not accepted and will not be considered in the future for the
opportunity.

Ready to Volunteer: This status indicates that the volunteer is finished with their onboarding process and
is ready to volunteer. This status replaces the previous "Onboarding Complete" status.

Agreement Closed: This status indicates that the volunteer's agreement has closed.


https://doinps-vol.lightning.force.com/lightning/r/Knowledge__kav/ka03d0000000pbFAAQ/view
https://doinps-vol.lightning.force.com/lightning/r/Knowledge__kav/ka03d0000000pbFAAQ/view

Create a New Opportunity

This guide provides detailed steps on creating a new opportunity in Volunteer Management.
The fields have help text that provide a description of what to input into a field.

1. Login to Volunteer Management with your credentials.
2. Click "Volunteer Opportunities".

3t Volunteer Manage... Home  Applications v

Time Tracking  Accounts Knowledge Chatter

Volunteer Opportunities

Volunteer Opportunities
Recently Viewed v *

3. Click"New" located in the right-hand corner of the page.

@22 2 @®

Search this list... g~ =~ ||

4. Complete opportunity name and site details (required fields marked with a red asterisk).
a. Volunteer Opportunity Name (required)
1. Typein a brief name for the opportunity
b. Site Contact (required)
1. Type the contact name in the field to begin search
c. Secondary Contact
d. Site (required)
1. Typethe contact name in the field to begin search

New Volunteer Opportunity

* = Required Information

*Volunteer Owner @ ¥ Laura Cooke VC
Opportunity Name -

Complete this field.

*Site Contact @

Search Contacts... QJ Agency

Secondary Contact @

Search Contacts... O\l

*Site @ { Search Accounts... O\]




5. Complete "Opportunity Location" section required fields.

a. Virtual (required)

1. Select from the drop down options
b. Use Address from Site (optional)
1. Checkthe box for the site address to auto populate into the following fields "Street" and

"City"
Street
City
Country: United States is already populated
State/Province is a drop down list menu to choose the state or province.
Zip/Postal Code
Geolocation can be used if there is no physical address available

Swm oo

Opportunity Location

*Virtual @ Country @ United States

--None-- v

Complete this field.

2 State/Province @ ‘ --None-- -
Use Address from @ View all dependencies
Site |
Street @ Zip/Postal Code @ ‘
Y
City @ Geolocation @ Latitude
Longitude

6. Complete "Opportunity Date & Time" section.
a. Start Date (required)
1. Use the calendaricon to select the date
b. End Date (required): Use the calendar icon to select the date
c. Opportunity Image (required)
1. Tofind an image, navigate to your agency photos/multimedia page to select an image. For
example, NPS navigates to https://npgallery.nps.gov/.
2. Searchforthe image you desire using the search features like keyword, state, or park name.
3. Rightclick on the image to select "Copy Image Address". Some image links include
additional text that is unnecessary, all that is needed is the address of the image file.

1. For example, when opening an image on nps.gov the URL is displayed as:
"https://www.nps.gov/common/uploads/grid_builder/crop16_9/7B9D9191-B52A-
5285-3C191185CDB1364E.jpg?width=420&quality=90&mode=crop" however, for
the purpose of the Opportunity Image field all we need is
"https://www.nps.gov/common/uploads/grid_builder/crop16_9/7B9D9191-B52A-
5285-3C191185CDB1364E.jpg" removing the portion at the end:
"?width=420&quality=90&mode=crop".

4. Paste the image URL address into the "Opportunity Image" field.

7. Complete "Recruitment"” section.
a. Unlisted Opportunity
i For an unlisted opportunity, select this option.


https://www.nps.gov/common/uploads/grid_builder/crop16_9/7B9D9191-B52A-5285-3C191185CDB1364E.jpg?width=420&quality=90&mode=crop
https://www.nps.gov/common/uploads/grid_builder/crop16_9/7B9D9191-B52A-5285-3C191185CDB1364E.jpg?width=420&quality=90&mode=crop
https://www.nps.gov/common/uploads/grid_builder/crop16_9/7B9D9191-B52A-5285-3C191185CDB1364E.jpg
https://www.nps.gov/common/uploads/grid_builder/crop16_9/7B9D9191-B52A-5285-3C191185CDB1364E.jpg

b. Status (required)

i Use the drop-down option to select the opportunity status.
c. Recruitment Start Date/Time
d. Recruitment End Date/Time

8. Opportunity Requirements
a. Opportunity Type (required)
b. Number of Volunteers Needed (required)
c. Special Groups
d. Skills
e. Activities
f. Lodging Availability for Opportunity
g. Description of Lodging Available
h. Activities, Other: Enter any additional activities in this field.
i. References (required)
j.  Lodging Needs (required)

Opportunity Requirements

* Opportunity Type @ --None-- v i ]
Skills (more than one may be selected) @ Special Groups @
Available Chosen Available Chosen
ckina/ i > ilies 4
Backpacking/Camping Families
Biology Groups
4 4
Boat Operation Kids
Carpentry 55+
- -
Activities (select all that apply) @ Lodging Availability @ | --None-- v
Available Chose for Opportunity
Archaeology 4
Back Country/Wildern...
4
Botany
Activities, Other @ Description of (i ]
Lodging Available
References © --None-- v

9. Opportunity Description
a. Typeinthe detailed description with important information the volunteer should know about the
opportunity

10. Additional Requirements Fields
a. References (required)
Lodging Needs (required)
Knowledge, Skills, and Abilities (required)
Education (required)
Availability (required)

®oo0UCT



11. Additional Onboarding Requirements
a. Background Check Required (required)
b. Driver's License Required (required)
c. Medical Clearance Required (required)

12. Event Specific Information
a. Group Event
b. StartTime
c. EndTime
d. Start/End Time Zone

13. Position Specific Information
a. Total Available Hours
b. Availability Duration
c. Training Required
d. Required Days

14. Click "Save".
15. Add Topics on the Opportunity Page (Optional): Type a relevant word, phrase, or tag (ex: "NPLD", "A250")

into the Topics search bar and press Enter to submit. This will make it easier for volunteers to find
opportunities by providing additional terms for the search to pick up.

] Topics (0)

l';:. topic name, use the arrow keys to select your topic, then press Enter

Je)




Add a Site Contact to an Opportunity

The site contact can be the opportunity owner or it can be someone without a Volunteer.gov account - it is separate
from a Volunteer Coordinator account; anyone can be added as a contact. Therefore, you must create a Site
Contact.

1. Once you have begun creating a new opportunity, navigate to the "Site contact" search bar

New Volunteer Opportunity

* = Required Information

3 Owmer @ n Bayles Bales-Woods

'y e
WORIMTESr Test
Coportunity Mame

“ Site Contact i Con b Forkacis Q, Agency o s
Secondary Contact i) Co e Coracks Federal Employes Q| <corch Peonie

i Q Fepresentative i : Q
“She I Search ACCOURTS Q Total Number of

- E Vioipntesrs
Opportunity Lecation
Virual =M gne-- - Use Address from i |
Site

Courtry @ United States - Stava/Provinee Q) e MOng-- v |
Strest D) Iip/Postal Code i)
Ciy D Geclocation Lataunde Longtude

:Jr -.-:! :J Eil.c =

2. Click the "New Contact" option at the bottom the search bar

* Site Contact i I-*E'Z’ o Q1
Secondary Contact @ | Recent Contacts
Mick Solomon THWE
e Tearm Marmbar Sormal
Site Rl
+ NewContact

3. If you are creating a Site Contact for yourself, you will enter your information here. If you are creating a Site
Contact for someone else, you will enter their information here



Contact Information

H
* Maarhe Sautation
Mong-- -
Firsz Mama
Jane
Middle Mame
" L3y Mamee
Doe
Sutfix
bt |
e I a War In The Pacific National Historical Park *
b |
Sk
e Jane_Doe @ gov.gov
D
—— 0123456780

4. Please note: "Account Name" is the name of your site or district

5. Be sure to enter the correct email and phone number (optional) as this will be the contact information listed for
the volunteers

6. Once you have entered all the information, you will click "Save"

7. Navigate to the "Site Contact" search bar again and type the name of the new contact you created.
¢ Onceyou have created a Site Contact, you will not have to do so again. You will just have to search the
name under the "Site Contact" search bar in a new opportunity

From the Volunteers perspective:
The volunteer will view the following information when looking
for a site contact on an opportunity. POSITION DETAIL QUICK LOOK:

BN  Addess
135 Murray Blvd.

Hagatna, Guam 96310
X e

On-Site Event

Dates

5/2/2025 - 5/10/2025

ar

J  Pointof Contact
baylee coordinator
baylee_bales-
woodsapartner.nps.gov



Create Your Own Opportunity Template Using Duplicate

To create a template for an opportunity that contains onboarding tasks.
1. Create an opportunity using the process in Create a New Opportunity.

hshboards Files

New
e
Search this list... e~ B C|

2. Addthe needed onboarding tasks using the process in Create a 301a Onboarding Task.

Volunteer Opportunity
Campground Host Volunteer - Sample

Status Site # of Applications Received # of Applications Accepted
Recruitment Active Grand Canyon National Park 1 0

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Volu

3. Update the opportunity status to "Post Recruitment". For information on status, see Opportunity and
Application Status Definitions.

Volunteer Opportunity
Campsite Leader August

*End Date @ [ 8/12/2023 = }

* Opportunity Image @ { https://www.nps.gov/common/uploads/grid_builder/cagr/crop16_9/CC2A4774-CD78-7CA0-4DC7 J

Recruitment

Unlisted Opportunity @ U

*Status @ Post-Recruitment v
--None--
Draft

Opportunity Requirements

Recruitment Scheduled
*Opportunity Type €@
Recruitment Active

Skills (more than one may @

be selected) v/ Post-Recruitment

Canceled




4. Click "Duplicate" using the process in Duplicate an Opportunity.

-+ FO low Edit Llose Duplicate L

5. Select the needed start and end dates for the duplicated opportunity.

6. Selectthe Onboarding Task(s) to be pulled into your created opportunity template.


https://doinps-vol.lightning.force.com/articles/Knowledge/Renew-an-Opportunity

Opportunity Owner vs. Staff Access

This guide provides a detailed description of the Opportunity Owner and Staff Access. The location of these
features can be found within an opportunity.

Within the opportunity there are two titles to point out: Opportunity Owner and Staff Access.
e Opportunity Owner: The owner is automatically assigned as the creator of the volunteer opportunity; an

owner can be reassigned after creation if desired.
o The opportunity owner is the only person who has access to edit the opportunity until they

designate staff access.

o Staff Access: Designated individuals granted read or write access to selected opportunity by the

opportunity owner.
o Onlythe opportunity owner is able to grant read or write access to a staff member.

When you first arrive within the opportunity, you will see the opportunity owner. The creator of the opportunity is
automatically designated as the opportunity owner, if you wish to change the opportunity owner, please see the
related articles above.

B eicsie”

Opportunity

Under the sub tab in the opportunity, you will see "Staff Access." This is where the opportunity owner is able to
grant individuals read or write access, if you wish to desighate staff access, please see the related articles above.

E3 sayiee saies

Opportunity Preview Vaoluntes

Eales Bales ’ NP [ esviees



Staff Access & Team Member Tab

This guide provides a description of what the Staff Access tab is and how it is used. It shows you how to add
Volunteer Coordinators and Team Members to opportunities. For Volunteer Coordinators, you can add Read or
Write access to the selected staff for the selected opportunity, applications, and time log. For Team Members, you
can add access to 301a Signatures, Applications, and Time Logs. At this time, in order to remove read or write
access of an application for a Staff member, you can select "None" or submit a Help Desk ticket.

Navigate to the Volunteer Opportunity you want to edit the Staff access of. Click the "Staff Access" tab.

E EE Volunteer Ma nage... Home  \Volunteer Opportunibes -~  Applcations

Volunteer Opportunity

Test Opportunity
stabus site #* of Applations Heceved
Closad Aar In The Pacific National Historical Park
> Draft Recruitment Scheduled Re
Opportunity Praview Staff Access Voluntears Create Onboard

Add Volunteer Coordinators:

1. View the Volunteer Coordinator Staff Access. The listed Volunteer Coordinators have permission to either read
only or edit the Opportunity, Applications, or Time Logs depending on the access selected.

E Velunteer Oppartunity ( - —T - T
Test Opportunity | + Folew || Ed s | Duplicste | w |
Status Sae # of Appications Received *® of Applications Accepled
Closed War In The Pacific National Historical Park
> Draft Recnutment Scheduled Recruitment Active Post-Recrutment Canceled Closed
Opportunity Preview Staff Access Volunteers Create Onboarding Tasks Time Log Chatter Activity History QR Code Files

[Z] Volunteer Coordinator Access (1)

Volunteer Coordinator Name Volunteer Opportunity Access Application Access Volunteer Time Log Access

Baylee G Eales-Woads Read/Write Faad,Write Read/Write bt |

2. Select "New" to add a Staff name to grant access to either the Opportunity, the Applications, or Time Logs.
3. Type the name of the MNew Volunteer Coordinator Access

Volunteer Coordinator in the
field to populate the staff and
select the name.

* = Required Information

Information

olunteer a Test Opportunity

Opportunity

Violunteer 0 B Baylee Bales-Woods * " Volunteer 0| Read/Write v
Coordinator Opportuniy Access
|
] D
|
*Appication Access @ | Read/Write v

Read/\Write L




4. Select the level of access to give the selected Volunteer Coordinator for the opportunity, application, and time
log. The options are "Read", or "Read/Write". If you want to remove application access, you can select the "None"

option. Click "Save."

MNew Volunteer Coordinator Access

* = Required Information

Information
" VOlunteer E Test Opportunity b
Opportunity e
o ) -
> ks
e o B Baylee Bales-Woods * * Voluntesr O | Read/Write -
Coordinator ! Poportuniy Access
D
Y application Access @ | RaadWrite - o
)
" Volunteer Time Read/\Write -
0g ACcess
O -

| B | -F:I::A“C i

Add Team Members:

1. View the Team Member Staff Access. The listed Team Members have permission to sign 301as, manage
Application selection, or edit Time Logs in the Team Member Portal depending on the access selected.

Opportunity ~ Preview  Staff Access  Volunteers  Create Onboarding Tasks ~ Assign Onboarding Task ~ Timelog  Chatter  Activity  History

B Volunteer Coordinator Access (1)

Volunteer Coordinator Name Volunteer Opportunity Access Application Access
Cassandra Rodrique Read/Write Read/Write
View All

I} Team Member Access (1)

Team Member Name 301a Signature Access Application Access
Cassie Rodrique TMP Access Access
view All

QR Code Files

Volunteer Time Log Access

Read/Write

Time Log Access

Access

2. Select "New" to add a Staff name to grant access to either the 301as, Applications, or Time Logs.
3. Typethe name of the Team Member in the field to populate the staff and select the name.

New Team Member Access

* = Required Information

Information

é\'ou'teef E] Visitor Services Volunteer x | =
pportunity *301a Signature 0‘ Access o |

Access
= 9
*Team Member u Cassie Rodrique TMP X | Pt ‘ Aookst - |
5
*Time Log Access @ ‘ Access e |

‘ e | SERNEW



4. Select the level of access to give the selected Team Member for the 301a signature, application, and Time Logs.
The options are "Access", or "No Access". If you want to remove access from a field, you can select the ‘No Access’
option. Click ‘Save’.

New Team Member Access

* = Required Information

Information
" Volunteer | B Visitor Services Volunteer X I >
Opportunity . * 301a Signature [1] ‘ Access v ‘
Access J
> 30
* Team Member IB Cassie Rodrique TMP * | * Application Access i) l Access hd ‘
s
*Time Log Access ‘ Access v ‘

l Cancel ” Save & New |m




Volunteer Opportunities: Volunteers Tab

In the opportunity, click on the "Volunteers" tab to open.

[ X X
e Volunteer Manage... Home  Applications ~  Volunteer Opportunities v Accounts Knoy

m Volunteer Opportunity
Campground Host Volunteer - Sample

Status Site # of Applications Received # of Applications Accept

Post-Recruitment Grand Canyon National Park 1 0

i ) ) A

‘ > ‘ Draft Recruitment Scheduled Recruitment Active )
Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign

‘ Update Application Statuses

m Applications (1)

A s Lln dabad o £ ol

When a volunteer submits an application to the opportunity, it appears in the "Applications" sectionin a
"Submitted" status. In this section, you can view the volunteer name, email address, total hours, application
status, and status date columns.

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files

Applications (1)

1 item = Updated a few seconds ago

Volunteer Type ~ | Volunteer Name ~ | Email Address ~ | Total Hours s | Application Status v | Status Date

Registered Susan Lemon laura.cooke@accenturefederal.com 3225 Submitted 11/3/2023




Clicking on the "Volunteer Name" directs you to the Volunteer Application details in a new tab. You can print this
application using the "Printable View" button in the right hand corner of the Application page.

EE& Volunteer Manage... Home  Applications “  Volunteer Opportunities ~  Accounts v  Knowledge “  Chatter Reports Dashboards v  Files
”‘ Ay [ + Follow | Edit Printable View
AP-00046356 {

I Application Volunteer Tasks History i

> Summary (phased out 5/18/2023)

~ Basic Information

Volunteer Name Sue Smith
Date of Birth 4/21/1960
Email Address laura_cooke@contractor.nps.gov
Phone 301-322-1321
v Address
Street Address, Apt. # 34 and Q Street Country of Citizenship United States
City New York USS Citizen or Permanent Yes, | am a U.S. citizen or Permanent Resident.
= Resident
Country United States
Verification Status
State New York
I applicable, list visa type
Zip Code 10001

~ Demographic Information

Gender Female Veteran or Active Duty None
o

On the Volunteers tab, you have the "Update Application Status" button. This button allows you to change the
application status depending on where the application is in the application and/or onboarding process.

a Volunteer Opportunity
Campground Host Volunteer - Sample

Status Site # of Applications Received # of Applications Accepted
Recruitment Active Grand Canyon National Park 1 0

> ‘ Draft Recruitment Scheduled

Recruitment Active Post-Recruitment 4
Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Volunteer Time Log Ch
Update Application Statuses
Applications (1)
1 item = Updated 22 minutes ago
Volunteer Type ~  Volunteer Name ~ | Email Address ~ | Total Lifetime Hours ~ | Application Status
1 Registered Sue Smith laura_cooke@contractor.nps.gov 10.00 Submitted

View All




Under the Applications list, there are the Volunteer Tasks details list. Volunteer Tasks assigned to the volunteer
appear here.

Update Application Statuses

E3 Applications (1)
1 item « Updated § minutes ago

Volunteer Type ~ | Volunteer Name ~ | Email Address ~ | Total Hours ~ | Application Status ~ | Status Date
1 Registered Susan Lemon laura cooke@accenturefederal.com 3225 Submitted 11/3/2023

View All

E Volunteer Tasks

(]} view ~ | Name ~ | Primary Onboarding Task v | TaskTitle 4 ~ | Status v | Volunteer Name
] view Individual Volunteer (3013} Trail Clean Up Position December Complete Susan Lemon
1] view Group Leader (301a) Trail Clean Up Group Leader Incomplete Susan Lemon
) view Driver's License Proof of Driver's License Incomplete Susan Lemon
1] view Training Incomplete Susan Lemon

View the Volunteer Task details by clicking on "View" in the task.

Volunteer Task

Individual Volunteer (301a)

Details Files

s Information

Volunteer Task Name Individual Volunteer (3013) Y Background Check Affirmation 7
Volunteer Position/Group Landscape Public Domain Affirmation

Project Title

Applicaticn AP-00058816 Health Affirmation 7
Completed =z 4

Task Directions Congratulations, you have been selected to volunteer! In order

to complete your onboarding process, please review and
complete all required documents and tasks. The included
Volunteer Service Description will outline your duties and
requires validation that will serve as your legal signature. If you
have guestions, please reach out to the Volunteer Coordinator
listed for this volunteer opportunity.

Photography Affirmation v

Madiral Affirmatian -




Change Opportunity Owner

1. Open the opportunity and navigate to the Owner field.

\Q‘ Q, Search... *J'i ﬂ ') -.' @,
J i
EE; Volunteer Manage... Home  Applications ~  Volunteer Opportunities ~  Time Tracking  Knowledge ~  Chatter  Reports v  Dashboards ~  EQYReporting EOYReports ~  Files

a Volunteer Opportunity
Memorial Cleanup

+ Follow Edit | Clone | Cancel | ¥

Status Site # of Applications Received # of Applications Accepted
Recruitment Active National Mall and Memorial Parks

> Draft Recruitment Scheduled Recruitment Active Post-Recruitment Canceled Closed

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files

Wolunteer Opportunity Name Memorial Cleanup Owner @ & Laura CookeNPS
Site Contact @ Laura Cooke Agency National Park Service
Secondary Contact @ Total Number of Volunteers

site @ National Mall and Memecrial Parks

2. Clickthe gray person icon to the right of the opportunity owner name.

h Onboarding Task Time Log Chatter Activity History QR Code Files

Owner @ #3 Laura CookeNPS L

3. Typeinthe name of the person you want to assign as the owner of the opportunity and select.

Change Owner

w Michael H

Q,  "Michael H" in Users

B Michael HesterNPS

4. Clickthe "Change Owner" button to apply that individual as the owner of the opportunity.

Change Owner

B Michael HesterNPS X

Send notification email

| Change Owner



Cancel an Opportunity

1. Navigate to Volunteer Opportunities.

Q, Search..

EEE Volunteer Manage,_, Home  Applications ~ | Volunteer Opportunities ~ | Accounts v  Knowledge ~  Chatter

Volunteer Opportunities

Recently Viewed v ¥

36 items » Updated a few seconds ago

2. Open avolunteer opportunity that you want to cancel.

Volunteer Opportunity

Campground Host Volunteer - Sample

Status Site # of Applications Received # of Appli:

Recruitment Active Grand Canyon National Park 1 0

i \J

‘ > ‘ Draft Recruitment Scheduled -
| Opportunity I Preview Team Members Volunteers Create Onboarding Tasks

Volunteer Opportunity Name Campground Host Volunteer - Sample

3. Selectthe "Cancel" button in the right corner to cancel this opportunity.

Cancel

You selected to cancel this opportunity. Once canceled, volunteer opportunities can no longer be updated or edited, and will display as
canceled to volunteers.

Are you sure you want to cancel this volunteer opportunity?

4. Select "Submit" to confirm you want to cancel this opportunity.



5. Ared banner appears at the top of the opportunity showing that it was canceled. The opportunity cannot be
updated or edited.

Volunteer Opportunity

) ollow ntable View ange Owner
Visitor Center and Programs Volunteer =t Falo P A || | Chaaguie
Status Site # of Applications Received # of Applications Accepted
Canceled San Antonio Missions National Historical Park
> Draft Recruitment Scheduled Recruitment Active Post-Recruitment Canc Closed

This volunteer opportunity is canceled and can no longer be updated or edited

Opportunity Preview Team Members Volunteers Volunteer Time Log Chatter Activity History QR Code

Volunteer Opportunity Name Visitor Center and Programs Volunteer Owner n":< Laura Cooke
Opportunity Type @ Position Start Date @ 1/25/2023
Virtual @ No End Date @ 2/3/2023
Opportunity Image @ https://doinps-vol Opportunity Image Preview @

staging.sandbox lightning force.com/resource/NPS_VolunteerC
ommunityAssets/images/VolunteerGovDefaultOpportunitylmag

e.png

Y




Duplicate an Opportunity

1. To duplicate an opportunity with volunteer applications, you must make sure the application(s) for any
volunteers you wish to be added to the new opportunity are in the following statuses before renewing:

Tentatively Accepted

Waitlisted

Ready to Volunteer

Service Complete

2. Onthe opportunity screen, from the drop down list in the top right hand corner, click "Duplicate" to
duplicate the opportunity.

3. Select the "Start Date" and "End Date".
e You cannot set an end date for the opportunity more than 12 months from the start date.
Continuing opportunities are meant to be renewed each year so that the information and volunteer
agreements are kept current and to increase accuracy for reporting.

Duplicate

Mote: The duplicsted appartusity will sppeas A ~Draf” suitus st dupbicsson. The Opportunity Owser o Team Memiber will nadel 1o o pd 5t
the opportunity statut in order to make it available for volunteers 1o apply.

und e Opposriunt

]

4. Selectthe applicable checkboxes, either "Application(s)" or "Onboarding Tasks" to make sure they are in
the duplicated opportunity.
e Whenthe "Application(s)" checkbox is selected, the name of the volunteer(s) appear below to
select.

e Selecting the applications sends an email to the volunteer that they have an application
submitted to the duplicated opportunity.

e |fthe associated applications are not selected then the volunteers would need to complete
a new application to the duplicated opportunity.

e Selecting "Onboarding task(s)" copies the onboarding tasks to the renewed opportunity.

5. Select any volunteers you would like to move from the first opportunity to the duplicated opportunity.

6. This duplicated opportunity is placed into "Draft" status upon renewal.



7. Usingthe drop-down options, update the duplicated opportunity to the desired recruitment status and
proceed to manage the opportunity to recruit volunteers.

‘St @

I
B
Recrsitment End Date/Time @ I ~-Hene—

Special Groups @)




Updating Application Status

1. Locate the "Volunteer Opportunities" Tab on the top of your volunteer coordinator homepage
2. Click on the opportunity that has Volunteer Application statuses that are needing to be changed
3. Click the "Volunteers" tab within the opportunity

E Volunteer Oppartunity - = — .
Deme - Knowledge Articles + Foliow £ ancel 2 | v

Status Site # of Appications Recemed # of Applications Accepted

Recruitment Active War

The Pacific National Historical Park

l \ > Draft Recrutment Scheduled Post-Recruitment Canceled Closed
Opportunity Preview Staff A'(FSI‘\E&EP Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files

tumity Nas Dema - Knowledge Articles I Owry £ Bayiee Bales-Woods £

rd Natonal Park Service
s o F
Site i@ W s ers s

4. Clickthe "Update Application Status" button
+ Foll | Edi | | v

E Volunteer Opportunity

Demo - Knowledge Articles

Status Ste

Recruitment Active War In The Pacific National Historical Park

Recruitment Scheduled Active Post-Recruitment Canceled

Opportunity Preview Staff Access Volunteers Create Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files

3 Applications (1) #-|[e
1 itern « Updated a few seconds ago S
Volurtesr Type ~ | Voluntesr Name v | Email Address © | TotalHours -  Application Status | Status Date ~

Registered 83yiee Bales-Woods baylesgparkison@gmailcom 0.00 Submitted 172172025 =
‘ ’
view &

5. Click onthe dropdown menu to update the volunteer’s status a then select "Next"
Update Application Statuses

Status

Select Status v I

Cancel ‘ [

6. Selectthe checkbox next to the desired Volunteer Application you want to update the status on and then

select "Save".
Update Application Statuses

Selected Status: Tentatively Accepted Total volunteers shown: 1

[] Velunteer Application ~ | Volunteer Name t ~  Current Status v

1 View Baylee Bales-Woods Submitted

= -

7. Thevolunteer Application Status is now updated



Create a 301a Onboarding Task

1. On the opportunity, click "Create Onboarding Task" tab.

E i:ampgmun& Host Volunteer - Sample

Diraft Recrutment Scheduled Recruitment Active

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Volu

Onboarding Task Name

.Zfi Create Onboarding Task

2. Foranindividual volunteer, select "Onboard as Individual Volunteer (301a)" for the Onboarding Task Name

field. For a Group Leader, select "Onboard as a Group Leader (301a)."

Additional Forms and Requirements
Background Investigation

Driver’s License

Interview, Reference Check, Scheduling

Medical Clearance

Onboard as a Group Leader (301a)

Onboard as Individual Volunteer (301a)

Type in a Secondary Title (optional). A secondary title helps to identify different tasks of the same type.

If you have two different volunteer positions and need two different "Onboard as Individual Volunteer
(801a)" tasks, a secondary title can help you identify which is which. For example, if you have both invasive
plant removal and garbage collection positions as a part of a weekend cleanup opportunity, you can enter
"invasive plant removal" and "garbage collection" as the secondary title for each onboarding task.
Additionally, this will help volunteer and Volunteer Coordinators accurately record hours in time tracking.

Select either the "Yes" or "No" checkbox under "Reimbursements Approved".

If "Yes" is selected, text will automatically generate in the Description of Service field indicating that
specifics about the type and amount of reimbursements can be found in the attached description of
service.

Type in the "Volunteer Position/Group Project Title". Whatever is entered into this field will display in field
25, "Volunteer Position/Group Project Title" on the 301a.

For a Group Leader onboard task only, type in a "Group Name". For Individual Volunteer 301a onboard task,
proceed to the next step. Whatever is entered into this field will display in field 2, "Group Name" on the




301a and in the "Group Name" field on the 301b.

7. Click either the "Upload Files" or "Add Library Files" button to add the required Description of Service file to
the task.

* Description of Service

2, Upload Files

Add Library Files

'y
<

8. Ifyou need to add a Risk Assessment file, under the Risk Assessment side, click either the "Upload Files" or
"Add Library Files" button to add the file to the task.

9. Click "Create Onboarding Task".

10. Scroll to the top of the page to confirm that the onboarding task is created and listed in the "Onboarding
Task" section.

5] onboarding Task (2)
2 items » Updated a few seconds ago
Onboarding Task Name

" T U I oy
_ Onboard as a Group Leader (3013)

(V)]




Assign a 301a Onboarding Task

1. On the opportunity, click the "Assign Onboarding Task" tab.

¥ of Apphostona Recened *# of Apphoabians Aseepled

Rescnarbmesnt Actee

P Create Onboarding Tasks M:Jgﬂ ﬂﬂhmrﬂh\gmk Volunteer Time L g Chatie

2. Select the checkbox next to the name in the Volunteer Name column in the Applications section. Selecting
the checkbox at the top will select all volunteers.

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task

£ Applications

Vaoluntissr Coordenaton

+ Volunteer Name w | Status
+ Lawmal Tentatively Accepled
« SueSmith Tentatively Accepted

3. Click "Next".

4. Selectthe checkbox next to the applicable 301a task you wish to assign.
e Thetask can be either the "Onboard as Individual Volunteer (301a), or "Onboard as a Group Leader (301a)"
under the column "Onboarding Task Name".
o Select the "Onboard as Individual Volunteer (301a)" for one volunteer.
o Select the "Onboard as a Group Leader (301a)" if the individual will be a group leader for a
designated group of volunteers.

Opportunity Preview Team Members Violunteers Create Onboarding Tasks Asszign Onboarding Task
fJOnboarding Task

«  Onboarding Task Name w | Secondary Title

o » Onboard as Individual Volunteer (301a) Wisitor Senices Front Reception

5. Click "Save".



Create Secondary Onboarding Tasks

1. Under "Create Onboarding Tasks" tab, use the drop down options to select a the "Onboarding Task Name".

Ch

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Time Log

[E] onboarding Task (4)

4 items + Updated 7 minutes ago

Onboarding Task Name v | Task Title “ | Primary Onboarding Task “ | Task Directions

Proof of Driver's License

Trail Clean Up Position December

% Create Onboarding Task

Onboarding Task Name

2. Select from the following Onboarding Task options:

a. Additional Forms and Requirements - can be used for any other forms or requirement not covered
by other tasks

b. Background Investigation - can be used to provide a volunteer with a blank of copy of background
investigation forms or directions related to a background investigation required as a part of
volunteering

c. Driver's License - can be used to provide a volunteer with a blank of copy of driver's license
verification forms or directions related to the verification of a driver's license required as a part of
volunteering

d. Interview, Reference Check, Scheduling - can be used to include information or directions
related to next steps of interviewing, reference checks, or scheduling related to onboarding or
consideration as a volunteer

e. Maedical Clearance - can be used to provide a volunteer with a blank of copy of medical clearance
forms or directions related to a medical clearance required as a part of volunteering

f. Training - can be used to provide the volunteer with any directions or documents related to any
training required as a part of becoming a volunteer

3. Select the Primary Onboarding Task (301a task) associated to this onboarding task.



Opportunity

Degn TN SeResied Racrunmant dsthe “ Canzeieg Clgsag

Preview Tearn Members Waoluntesrs Crente Onboarding Tasks Assign Onboarding Task Time Log Chatter

3 onboarding Task &)

4 itemy « Updeted 15 mnutes ags

~ | Task Tide ~  Primary Onboarding Task w  Task Directions

Additianal iraes

Cledn Up Posi

View Al

i o proot of completed .
Proat of Drvars Licenss Erof of  wald drrvars ioanda i necrsved for thag voluntier SREDUNITY. If 0w have QuUERCNS, Plasis reach o4t 1o the Voluntesr Coondingtar sted for this vokatel
stemine Comgratations. you have een selacted 1o

Trail Sl Up Group Leader CEmgratuiation. you have been selected is 3 Volurtesr Group Leader In order 10 omplete your nDOardng Process. pledse review and oo

Activity History QR Code Files

by, o yowu hive questorns. please reach cut b0 the Volunteer (

bestr I GRdET b0 complete Your CRboARSng Drocess, pheasE review dnd complete Bl regured decumants and Laskd

el regured o
.

i Voluntesr -
4. Update the Task Directions, as needed.
[ create Onboarding Task
Onboarding Task Mame Primary Oniboarding Task @
Driver's License - | | Onboard as Individual Volunteer (301a) Visitor Senvices Front Reception
'.Sr."_onﬂal-, Tithe . »_‘lud-el-z_('
| Volunteer
Task Directions
[ Salesforce Sans w 12 - .v B ! I ul|&|= | = | e | o E EE [ & /| I

Proof of a valid driver's license is required for this volunteer opportunity, If you have questions, plesse reach out to the Volunteer Coordinator isted for this valunteer opparunity,

You are responsible for the accessibility of your file upioods. Do not upload files that are not 508-compliant. Leam more about making documents aocessible

When uploading new fHies please follow this naming convention of the file: SITE CODE_DATE(yyyymimdd)_FileType(PD RiskAssessment, efc.)_FifeDescription. For example: PARK_20230317_PO_TrashCleaniip pdf

&t Upload Fies [ Or drop files

Add Library Files

5. Upload any files for this task using the "Upload Files" button.

6.

Click "Create Onboarding Task" to save and create the task.



Assign Secondary Onboarding Tasks

1. Select the volunteer you want to assign the task(s) to.

EEE Volunteer Managem Home  Applications Volunteer Opportunities Accounts s Knowledge Chatter [
Voluntesr Dpportunity
Campground Host Volunteer - Sample
SHalus Sie # of Applications Received # of Appications Accepted
Recruitment Active Grand Canyon Mational Park 1 a
Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task
B Applications
Violunteer Coorndinator
Volunteer Mame w  Status
[ [ Sue Smith I Onboarding
2. Select the onboarding task you want to assign to the volunteer.
Oppartunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task
Onboarding Task
= Onboarding Task Name w | Secondary Title w Task Dif
v Cwboard as Individual Violunteer (307a) i r'.'|r|i|1-:| Crew Afternoon 12pm Longrat
o » Driver's License Proaf of Driver's License Proaf off

3. Click "Save".

4. The selected secondary task is now assigned to the volunteer to complete.



Set Group Leader Access to the OF-301b

1. Click the hyperlinked "View" to open the Group Leader (301a) volunteer task.

-
H=

Volunteer Tasks

[] View ~  MName *%  Primary Onboarding Task w

[ View Group Leader (301a)

2. View that the Group Leader (301a) task details provide the Group Leader 301b URL link. This URL can be
made accessible on the Group Leader volunteer task details through the "Set Group Leader Access"
button.

Volunteer Task

Group Leader (301a)

Details QR Code Group Members Files

» Information

Volunteer Task Name Group Leader (301a) 4 Reimbursement MNo
Approved
Volunteer Front Gate
Position/Group Project Type and Rate of N/A
Title Reimbursement
Task Directions Congratulations, you have been selected as a Background Check v
Affirmation
Volunteer Group Leader! In order to complete
your onboarding process, please review and Public Domain -
Affirmation

complete all required documents and tasks. The
included Volunteer Service Description will Health Affirmation d
outline your duties and requires validation that
will serve as your legal signature. If you have

questions, please reach out to the Volunteer Fhotography v

3 : y 5 Affirmation
Coordinator listed for this volunteer opportunity.

Medical Affirmation o

Group Leader Access

Agreement Number 05-24-3579-1021

Application AP-00058961

Completed ’ rd
Group Name Bridge Day Team

Group Leader 301b https.//doinps-vol--

URL volga.sandbox.my.site.com/volunteers/s/voluntee

r-group-member-application/?
volTaskld=a0GOD000000Kzh1 2AC




3. Clickthe "Set Group Leader Access" button from the top right hand corner drop down.

Edit Delete View 301b View 301a Printer-friendly 301b | ¥

Set Group Leader Access

Set Group Leader 4

Downlcl

4. Click "Yes" on the confirmation message to set Group Leader access to the 301b.

5. Group Leader Access to the 301b URL is set and indicated with a checkmark in the field.

Group Members Files
Group Leader (301a) b4 Reimbursement Approved No
liect Front Gate Type and Rate of Reimbursement N/A

Background Check Affirmation 7
Congratulations, you have been selected as a Volunteer Group

Leader! In order to complete your onboarding process, please Public Domain Affirmation v
review and complete all required documents and tasks. The included

Health affirmation o
Volunteer Service Description will outline your duties and requires
validation that will serve as your legal signature. If you have Medical Affirmation @
qt{estlons. please reach _OUt to the Volunteer Coordinator listed for Shakograply Afimation 5
this volunteer opportunity.

Group Leader Access
05-24-3579-1021 - 2

AP-00058961




Update Application Status to Ready to Volunteer

1. View that the volunteer completed their 301a onboarding task, or other tasks as needed. The application

status updates automatically to "Onboarding" and the 301a task status shows "Complete".

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files
Update Application Statuses
Applications (1) &-||c
1 itern « Updated a few saconds age ' o
Volunteer Type | VWolunteer Name ~  Email Address w | Total Hours *  Application Status w  Status Date
1 Registered Susan Lemon laura.cooke@accenturefederalcom oo Onboarding
»
Wiew All
E Volunteer Tasks
| View ~ | Mame ~  Primary Onboarding Task ~  Task Title | Status “ | Velunteer Name ~
| Wiew Group Leader (301a) Frong Gate Complete Susan Leman
»
H " H H "
2. Click"Update Application Statuses" .
Assign Onboarding Task Time Log Chatter Activity History QR Code Files

Opportunity Preview Team Members Volunteers Create Onboarding Tasks

Jpdate Application Statuses

Applications (1)

1 item » Updated a few seconds ago
Valuntesr Typa | Voluntesr Name % | Email Addrese

Registerad Susan Lemon laura.cookePaccenturefederal com

E Volunteer Tasks

Wiew s | Namme “  Primary Onboarding Task

1 WMiew Group Leader (301a)

Wiew Al

| Task Title

Front Gate

» | Total Hours v

000

w  Status

Complete

Application Status

Onboarding

w

a-||c|

% Status Date

Veluntear Name

Susan Lemaon

3. Select "Ready to Volunteer" from the drop down list.

Update Application Statuses

Termatively Accepted

Waithisted




4. Selectthe checkbox next to the desired volunteer application you want to move to "Ready to Volunteer"
then select "Save".

Update Application Statuses

o Volunteers with incomplete volunteer tasks will not appear on this table.

Selected Status: Onboarding Complete Total volunteers shown: 1

v Volunteer Application v | Volunteer Name T ~ | Current Status w

1 Susan Lemon Onboarding

Cancel Save

5. Read the message and click "Ok" to apply your digital signature.

6. The volunteer Application Status is automatically updated to "Ready to Volunteer".

Applications (1)

1 e« Lincisted 3 few saconds aga

Voduntesr Type “ | Volunteer Msme v Email Address w | Total Howrs | Applcation Status

i s ashato it e e e



Access and Download the Completed 301a Volunteer Service Agreement

Open Opportunity
1. Open the desired opportunity.

2. Select the 301a Volunteer Task in the Volunteer Tasks table to open the task details.

=1 Volunteer Tasks

“ | Primary Onboardi

[] View ~  Name
[] View Background Investigation
[} View Onboard as a Group Leader (301a)

3. Clickthe button "View 301a" to view the completed form, or use the drop-down option to click "Download

301a Forms".

[ etoard as 2 Group Lesder 3010)

OR Code Groug Mambwr Fileu

Dirtaibs

w Infomeatian

Yok e Liak arvs Cmtanacsi ax w Grnaip Lascier |10

s " W wizr Servcn For: Recrpior
Congrutulal o=y, v fuxe bee ssbecied an 2 Wokunbeer

ot i etk o Commekele v Szoardieg T
o arvd oonpiene o remaied
3. The bechadend Noksrtinss Sendce e

Wit TS Sl SRR e I
n thar il seree e yoir egal sognaiture. e
fas oueshon peass raach nof to the Vonuamies:

4. Save to your computer folder location.

5. Openfile to access the Volunteer Service Agreement PDF file.

Closed Opportunity
1. Click the Volunteer Name application hyperlink in the closed opportunity.

Applications (2)

2 items = Sorted by Status Date « Updated 17 minutes ago

w  Volunteer Name “  Email Address

Voluntesr Type
1 Hfglﬁ'.fﬂ'd Jamie Smith lavra cankefaccenturefederal cam
2 Registered Susan Lernon laisra_coakeGeantiactor nps.gov




2. Click the hyperlinked Volunteer Task under the Volunteer Tasks tab.

#1 Application

AP-00029977
Volunteer Opportunity Application Status
Visitor Services Assistant 2023 Fall Session 3 Agreement Closed

Application Volunteer Tasks History

[ Volunteer Tasks (2)
2 iterms + Lpdated a few saconds ago

[[] Volunteer Tas... ~  Secondary.. Task Directions

1 [] Background Invest.. A background investigation is required for this volunteer opportunity. Results on a background inve]

2 ) onboard as aGro... | Visitor Services F. Congratulations, you have been selected as a Volunteer Group Leader! In order to complete your ory

Wiew All

3. Click either the "View 301a" button to view only, or the "Download 301a Forms" to save the PDF file to your
computer.

u g i i | Do | et | w3t | Pesiebiesiy x| v
Onboard as & Group Leader [301a) |

5 Taoeg Leade Boows

Dhetaibe OR Code Group Mainbers Fikin

w Information
ok rimer Tmb Fare Oinbzard ai o Group Leadher 130a) Rpmreiy e dmaoved L]
foiadan T Vigittw Samanst Fram Ransstion T bl RSl 34 Mok
Tash Deectiom Congranid Pt bab gbp e wike
BiGre, W 8 ok rnear - >
Grosp Leader! I crrer b comphete o ons 5 :\."'::E:ﬂul".‘:n Weiioy Sevevey dnsriland Seidion &

precem. plaam neaey ard complete ol sequred g s

datermen s ard ks The inchused ‘soh rse Seracn s

Dascopteon wil cuing your gl and requins o

wabalarion rh el sewr i poan begad skpeatus iF e Al -'




Add Volunteer Hours

1. Open the desired opportunity with volunteers who have an application status of "Onboarding Complete" or

"Agreement Closed".

E Visitor Services - July 2023

Recruitment Acthive Aeadia Mati

5 Create Onboarding Tasks Assign Onboarding Task Time Log Chatter

Deaft

....... Team Members Volunte

Velunteer Time Log

2. Clickthe "Time Log" tab.

3. Click "Add Hours".

Berrumment Actree

ACte

arding Tasks

Thine Log s

o e e e

o Pasitien et Dabe Howrs Ooousnned Tatsl Hesurs Skabug L

TSGR0 3 Appeave

4. Selectthe time log entry type.
Individual: individual hours are for individual volunteers who signed up for an opportunity through

[ ]
Volunteer.gov. When hours are entered this way they will count toward totals that appear on a
volunteer's profile.

¢ Group: group hours are for entering hours in a bulk fashion and can represent hours of volunteers

who may or may not have signed up for an opportunity using Volunteer.gov. When hours are entered
this way they will not count toward totals that appear on a volunteer's profile.

New Volunteer Time Log

*Select a volunteer time log entry type
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ndmvidual

Group
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5. Inputthe volunteer time log details for the volunteer. For a Group Leader entry, there is an additional field
for Number of Volunteers. Note: To add bulk group hours, do not select a Group Leader name but leave that
field blank.

¢ Volunteer Name (or Group Leader): select the volunteer or group leader from the dropdown list

e Position: if a volunteer has been onboarded into more than one position in a single opportunity,
select the appropriate one from the dropdown list to associate with the time log entry

o Date Hours Occurred: this can be either the date the hours actually occurred or a date associated
with the hours of the time log entry. Whatever date is entered here will affect reports related to
when the hours occurred (such as fiscal year, month, etc.).

e Number of Volunteers (group hours entry only): when entering group hours this should reflect the
number of volunteers associated with the hours entry.

o Total Hours: the total hours for the entry. In the case of group hours, this should reflect the total
number of hours performed by all volunteers who were a part of the group. For example if 3
volunteers gave 5 hours each, the number to enter in total hours should be 15.

Mew Voluntesr Time Log
Complete the time log entiy or Visitor Services - July 2023
Mew Volunteer Time Log
Complete the group me log entry for Visitor Senvices - July 2023
| o b ¥
acis i
l L - - ar (101 - 1

6. Click"Submit Time Log" to apply the hours. The hours appear in an "Approved" status on the Volunteer
Time Log.



Approve Volunteer Hours

Approve a Time Log
1. Click "Time Log" on the opportunity.

2. Review the Volunteer Time Log details to determine if you approve or not approve of the time log
information.

ardeg Tasks Azzign Onboanding Tazk 'I'imll.n-g Chattas AL

Pagitien g Diwts Haurs Decurred

Tedal Heurs Completed o Statua

3. Hoveryour cursor over the status field you would like to change. Click the pencil icon to make the status

editable. Change the Status to "Approved." You must type out the word "Approved" in the field then save
your changes.

w  Date Hours Oecurred Total Hours Completed v | Status

o

4. You can also change a status to "Not Approved. Hover your cursor over the status field you would like to
change. Click the pencil icon to make the status editable. Change the Status to "Not Approved." You must
type out the words "Not Approved" in the field then save your changes.

lime Log Chatter Activity History QR Code Files

~  Date Hours Occurred Total Hours Completed w | Status

o
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Mot Approved




Bulk Approve Multiple Time Logs

You can approve multiple time logs at once to the same status of either "Approved" or "Not Approved".
1. Select all the time logs using the checkbox next to the column title or select multiple individual time logs by

clicking the box next to each entry.

ﬂ Volunteer Time Log Record Number » | Volunteer Name v
1 [j VTL-00000335 Susan Lemon
2 [ ] VTL-00000336 Jamie Smith

i

Showing 25 w

'v| | Volunteer Time Log Record N... v  Volunteer Name v
1 (v] | VTL-00000335 Susan Lemon
2 | [«] | VTL-00000336 Jamie Smith

2. Hoveryour cursor over the status field of any of the selected time log entries you would like to change.
Click the pencilicon to make the status editable. Change the Status to "Approved” or "Not Approved." You
must type out the word "Approved" or words "Not Approved" in the field. Select the "Update selected items"
checkbox to apply the status change to all selected volunteer time logs.

v Status L

Approved
Update 2 selected items

{ Cancel } Apply

3. Click "Apply".



Edit and Delete Volunteer Time Log on an Opportunity

View the Volunteer Time Log

1. Open the desired opportunity with volunteers who have an application status of "Onboarding Complete" or

"Agreement Closed".

2. Clickthe "Time Log" tab. The Volunteer Time Log entry is created with a Volunteer Time Log Record

Number, Volunteer Name, and Position.
3. Volunteer Time Log details:

a. Volunteer Time Log Record Number (VTL-XXXX): each time log entry has an individual record
number as a default of the Volunteer.gov system

b. Volunteer Name (or Group Leader): the volunteer or Group Leader associated with the time log
entry

c. Position: if a volunteer has been onboarded into more than one position in a single opportunity, this
is the position associated with the time log entry

d. Date Hours Occurred: this can be either the date the hours actually occurred or a date associated
with the hours of the time log entry. Whatever date is entered here will affect reports related to
when the hours occurred (such as fiscal year, month, etc.).

e. Total Hours: the total hours for the entry. In the case of group hours, this should reflect the total
number of hours performed by all volunteers who were a part of the group. For example if 3
volunteers gave 5 hours each, the number to enter in total hours should be 15.

f. Status: The current status of the time log entry as either Approved, Not Approved, or Pending. Only

hours in the Approved status will count toward totals on volunteer profiles or reports.

Volurteer Time Log

Dt Heurs Groarred Total Howrs Completed Seatan

Edit the Volunteer Time Log
1. Clickthe the pencilicon next to the field you want to edit. Editable fields include:
a. Date Hours Occurred

Time Log

Chatte Activit History IR Code Files

Date Hours Occurred Total Hours Completed

Status




b. Total Hours Completed: the system allows quarter and half hour entries. For 15 minutes: enter 0.25. For 30

minutes: enter 0.50. For 45 minutes: enter 0.75.

W Status

. Post-Recruitment Canceled
he Log Chatter Activity History QR Code Files

» | Date Hours Occurred Total Hours Completed
Recep.. 07/13/2023 l & e
g -

w of1

c. Status which includes "Approved", "Not Approved", "Pending". You must click the field and type the status in the
field using the correct spelling and capitalization. As a Volunteer Coordinator, any updates you save are
automatically set to the "Approved" status after saving. You can manually type in "Not Approved."

QR Code Files

Total Hours Completed v | Status

w
i
u

Approved

Delete the Volunteer Time Log

You must be the owner or a team member with edit permission to delete a volunteer time log record.

1. Open the opportunity Time Log tab.
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i1 Volunteer Manage... Home Applicaions v  Volumiess Opportunities » TimeTracking  Knowledge “ Chatter Dishboardk ~  Reporting  GeneatedReports v Fles v
Volunteer Opportumity - - I - —
Follow Edit Chane Close b
Bridge Day [ + rotow | .
S site = of Apphcations Received # of Applications Acceghed
Closed Mew River Gorge Mational River

Racruitmant Scheduled

Opportunity Preview Team Members Volunteers Create Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files

2] vVolunteer Time Log

Tatal Mumber of Volunteers 10 _
Tatal Woluntesr Hours: 50

Tatal individusl Voluteer Hours: 0
Total Group Velusteer Heours: 50

[ ] Waluntesr Thme Log Record ... v Voluntesr Name ~  Position w  Date Hours Ocourred Tatal Hours W Mumber of Voluntesrs v Status W
v [ wm-ooooioss Group Mours 10/02/2033 50 0 Apgroved
Showing | 25w ] Page | w ol : |

2. Click the hyperlink in the Volunteer Name column to open the Volunteer Time Log Record.
N\ Q@ seweh me? 2 ®

EEE Volunteer Manage... Home  Agplcatons v Volumbeer Opportunities s Time Tracking  Knowledge “  Chatter  Dashboards Reporiing  Generaled Beports w  Files

oruntesr Opponunity | + Fallow | Edit | Clone | Clowe | v |
Stales Site # of Appliations Received & ab Aggcations Acepted

Closed Mew Fiver Garge Mational Fiver

> Draft Recrutment Scheduled Recruitment Active Post-Recnuitment Canceled _

Opportunity Preview Team Members Velunteers Create Onboarding Tasks Assign Onboarding Task Time Log Chatter Activity History QR Code Files

[} Volunteer Time Log

Total Numiber of Volunteers: 10 _
Total Volunteer Howrs 50

Total indivicsal Valunteer Hours: 0

Total Group Volunteer Hours: 50

| Voluntesr Time Log Record ... | Volunteer Name w | Position *  Date Howrs Occurred Total Hours “  Number of Volumteers: o Status b
1 [] vTL-00001095 Group Hours 10/02/2023 50 10 Approved
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3. Click the "Delete" button.

E Valuntoer Time Log Bl f—— b
VTL-00001095 it table View | Delern

Related Details

Veshuntess Time Log VTL-00001095 Status Approved

Number

Voluntesr Mame Duate Haurs Occumed 10/2/2023

Voluntes: Opponuny Bridge Day £ ol Houns 50.00

Vesuntees Task 4 Mambar of Violunieers 100

Apphation 4 Ristirel Tyt Group

Valunteer Profile ) '

4. Clickthe "Delete" button to confirm you want to delete the Volunteer Time Log record, or click "Cancel" to
return to the Volunteer Time Log record.

Delete Volunteer Time Log

Are you sure you want to delete this Volunteer Time Log?




View Hours for Volunteer Pass

1. Navigate to the Volunteer Profile.
2. View the Volunteer Summary section located at the bottom of the page
3. View the number of hours listed for "Total Hours for Volunteer Pass".

E Volunteer Profile
PR-00065075
Reference 2 Name
Reference 2 Phone/Mobile

Reference 2 Relationship

Reference 2 Email

Reference 3 Name
Reference 3 Phone/Mobile
Reference 3 Relationship

Reference 3 Email

Vv Acknowledge

Receive surveys and other
notifications

| agree to a back- (1]
ground check if
needed

Vv Volunteer Summary

Total Volunteer Hours 255.00
Completed

Total Hours for Volunteer 255,00
Pass

Total Fiscal Year Hours 0.00




Add Legacy Hours

1. Click "Time Tracking" to open.

Q, Search...

v Chatter

Time Tracking

Volunteer Opportunities Knowledge v
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Reports

2. Click "Add Legacy Hours" button.

0, Search *lv

M

Volunteer Manage_._ Home  Applications ~  Volunteer Opporiunities Time Tracking  Knowledge Chatter Reports %~  Doshboards ~  EQY Reporting

n Time Tracking

EQY Reports

7 A

2ea o

Files

Voluntesr Opportunity w  Start Date 1t Site ~  Total Volunteer Hours ~  Total Number of ¥ 13 L4 AP q
A ol Clearg aETa0E3 Natioral Mall and Memorial Parks [} o
Showing | 25 w Fage v
Legacy Veluntesr Houirs
Vokmieer Coordinator Site
Search People Q

3. Complete the following fields:
a.

b. Inputthe number of hours.

New Legacy Hours Time Log

Use Legacy Hours only to enter hours for a specific volunteer for which there is no corresponding Volunteer.gov opportunity. Legacy Hours
should not be used to track ongoing hours, as they will not be linked to a specific volunteer opportunity or date. Legacy Hours are typically
only used to ‘catch up' a recurring volunteer's lifetime hours when they first create a Volunteer.gov profile. After Legacy Hours are entered,
ongoing volunteer hours should be tracked using Time Log on specific opportunities.

Volunteer Name @

Search Volunteer Profiles...

*Total Hours @

*Site

Search Accounts...

Counting Toward Volunteer Pass @)

Cancel Save

Type in the volunteer name or use the magnifying glass icon to search for the volunteer profile.

c. Typeinthe Site
name or use the
magnifying glass
icon to search for
the Site.

d. Selectthe
checkbox
"Counting Toward
Volunteer Pass" if
you want the
hours to count
towards a
volunteer pass.

4. Click "Save".



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

D Volunteer.gov =

Team Member Portal

Welcome to the Team Member Portal, This new partal is still actively being developed with new additional features coming sonn

Currarily live:
* Selection: Toam Members con review solunteer applications and moke changes to @ voluntesr's application stetus, ncluding tertatively selecting them for the voluntser coportunity.
* Onoarding: Tanm Mambars can sign . znabiira bo tha tarmination bina to class eut OF-300 & b and &

= Tirma Lags- NEW #s ol Septamiber: Tesn Members will hiv i e @ Wl o fow, whvich imclunas (b aility 10 crase nevw Hime lom antrieg Tos indii

8 BTV

5 O Broupd, s ravies ard appnoesl lime g enlsies s by valieears. Tanm Mamters will

ailea gt amn
Under devalopmant:
* Halp Cantar - Caming in Decambar: Taam Mambers will gat a Helg Canter buill into the Team Mamber Portal that will contain helnful guides detailng how B0 usa the vanicus Tunchions of the portal.

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.

Selection and Onboarding  Time Lo

ion and Onb. ing Ir i

¥ FUTERS
Showing |_2= T Page. 1 ¥ of1
Volunteer Opportunities =3
2 = - R . Status Last :

Dpportunity Opportunity Status Waolunieer Name Woluntesr Email Application Staius Dae Tirme Changed - .: ;; Onboarding Form
[ cieanup event Madified By
[ ducation Valunteer Cleanup Event Recruilment Active Hermione Granger & crodriquesnps. ey Application Submitted  Sep 15, 2025
D Flanting Fernt 1 Educe Recrustment Active H ne Granger & crodripuednps.eee  Application Submitted  Sep 15, 2025

Planting Event Recruitment Active Hermione Granger & crodriqueinps Application Submitted  Sep 15, 2025

D Trail Maintenance Yolunteer

Trail Maintenss

[ visitor Services Velunteer Recruitment Active Hermione Granger & crodriquesnps.goy  Application Submitted  Sep 15, 2025

Recruitment Active Harmione Granger & grodrinue@npe.Eev  Application Submitted  Sep 15, 2025

Dpportunity Statuses -



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.

Y FILTERS Llear |
Volunteer Opportunities -

[ cieanup Ever

[ education velunteer

O Panting Event

[ rrait Maintenance valunteer

D Visitor Services Wolunieer

Opportunity Statuses =

[ recruitment active
[ Post aecruitment
[ cancelsd

O tiosed

Application Statuses -

[ application submitted

D Application Under Review

(] waittisted

[ veclined

I:l Application Tentalively Acce pted
[ onbaarding Task Assigned

[ statt signature Required

[ Ready to volunteer

[ serviee Compiese

Showing |_25 7 |

0 Opportunity

O Cleonup Evert

iSIIOr SOrCas

Volungoor

Stafus

Voluntesr Nama

Moluntess Email

Recruitment Active
Recruitment dctive

Recruitment Active

Fiacruitment Aetive

Recruliment Active

Hermigne Gronger
Husminme Grangar

Hermigns Granger

B crodrigueedngg gov

Date/Time Changed Gnboarding Farm

Application Status E;ﬂmﬁ Last Medified

Mg ng Grinjger

Harmigng Granger

& arudrigue@ngg ere

Application Submitted Sep 15, 2025
Application Submitted Sop 15, 2025
Application Submitted  Sap 15, 2025
Application Submitted  Sep 15, 2025
Application Submitted Sep 15, 2025

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.

Selection and Onboarding Information

Y FILTERS Clearall

Valuritaer Opportunitios -

D Cleanup Event

[ edueation vatuniees

[ Fianting Event

D Trail Maintenance Valunteer

[ visiter services vatunteer

Opportunity Statuses -

D Recruitment Active

[T ————

shawing |25 ~ |

_ Oppartunity

J on Y nteer
Planting Evant

. Trail Maintenance

—  Molurdaar

Yolunieer

Oppartunity Status

Recruitment Active
Recruitmant Active

Recruitment Active

Recruitment Active

Recruitmant Active

Voluntesr Name

Hermigne Granger
Harmigns Granger

Hermians Granger

Harmigns Granger

Harmians Granger

Page

Volunteer Email

& crodriquengs Foy
& crodriqueEngs, e

& crodricuemngs, gy

B crodrigueEngs. foe

& crodriquemms.gov

LToain

Date/Tima Changed Onboarding Form

et Status Last
Application Status Mosified By
Application Submitted
Application Submitted

Application Submitted

Sep 15, 2025
Sep 15, 2025
Sep 15, 2025

Application Submitted  Sep 15, 2025

Application Submitted Sep 15, 2025



Volunteer Selection in the Team Member Portal

As a Team Member user with Application Access, you can select volunteers for your opportunities in the Team
Member Portal.

1. Once a volunteer has submitted an application to your opportunity, you can update their status to "Under
Review", "Waitlisted", "Tentatively Accepted", or "Declined" by using the four buttons on the right.

Welcarme to the Tearm Member Portal. This new portal is still actively being develaped with new additional features coming soon.
Currently live:

+ Selection: Team Members can review volunteer applications and including ly selecting them for the volumteer apeertunity
* Omboardimg: Tearn Members can sign OF-301a forma as part of the onboarding process, as well s apply their signature to the termination line to close cut OF 3012 forms ta end a wolumesr's service.
* Timsa Logs - NEW as ot Septemiber: Taam Mambars will hava all the same functionality as a Valuntaer Ceardinatar, which includes the ability to craata naw tima log antries. for individisals or groups. and raviaw and approval tima lg entrias made by veluntoars. Team Mamners will

o2 voluntoer’

alsn et oy improermerits made o Time Los e Valuntess Coordinetors,
Under development:
* Help Center - Coming in December: Team Members will get o Help Center built into the Team Mermber Portal that will comtain helpful guides detailing how 1o use the various functions of the portal.

Selection and Onboarding  Time Log
nd O ing i o
¥ FILTERS Clear all
Showing % ¥ page 1 ¥ of1
Valunteer Opportunities -
[ Cmportunity Opportunity Status | Volunteer Hame Email lication Status | Date/Time Changed | Siituslast Onboarding Form
[ cleanup Event Modified By
O Fetucation vetunteer [ Gleanup Event Recruitment Aclive Hermiang Granger & crodiquengsgoy  Ready 1o Volusleer Sep 16, 2025 Cassie Rodrigue TMP 3014
O Fianting Evant O Education Valunteer  Recruitment Active Hermione Granger & crodrguesngspoy  Application Submined  Sep 15, 2025

D Trail Maintenance Volunteer [ Planting Event Recruitment Active Hermione Granger & crodriqpue@nps.gov  Application Submitted  Sep 15, 2025

| Maintenance

[ visitor services volunteer

Recruitment Active Hermions Granaed = crodinuesnpepoy  Application Submitted  Sep 15, 2025
{5 i eo— Recruitment Active Hermiona Grangers = crodrinuo@nps.goy  Application Submitted  Sep 15, 2025

Opportunity Statuses -

2. Click the open box next to the volunteer(s) that you want to update the status of and then click the relevant
selection button for your case.

i}
_ e

¥ FILTERS Clear all

Shawing | 25
Velunteer Opportunities -

Status Last

DOppartunity Status Yoluntesr Nama Anplication Status Date/Time Changed | o 4isigd By Onboarding Farm

D Claanup Event

[ Education volunteer
D Planting Event
D Trail Maintenance volunieer

[ visitar Services Volunteee

Dpportunity Statuses -

Trail Maintensnce
Voluniser

foluntear

Recruitment Active
Recruitment Active

Recruilment Active

Recruitmaent Active

Recruitment Active

Hermione Granger
Hermicone Granger

Hermione Granger

Hermiong Grangar

Hermione Granger

& crodriquegnps.goy
B crodriquesings gav

& crodriquesnps.gay

& crodrinuesngsgoy

& crodriqguegnps.goy

Application Submitted
Application Subsmitted

Application Subsmitled

Application Submitted

Application Submitted

Sep 15, 2025
Sep 15, 2025

Sep 15, 2025

Sep 15, 2025

Sep 15, 2025

3. A pop-up will open telling you what the status you selected means. Click "Update Applications" to complete the
selection. Here is an example of changing a volunteer's status to "Tentatively Accepted":

Applications Tentatively Accepted

X

Changing to this status indicates that the volunteer has been accepted to the volunteer opportunity and is
ready to begin the onboarding process.

Volunteer Opportunity

Cleanup Event

Applications Changed

1

ﬁ Update Applications Cancel



4. The new status will display under the "Application Status" column of the table.

Showing .

25 =

Opportunity

Clegnup Event
Visitor Services
Volunteer
Education Volunteer
Planting Event

Trai inten

Volunteer

Opportunity Status

Recruitment Active

Recruitment Active

Recruitment Active

Recruitment Active

Recruitment Active

Volunteer Name
Hermione Granger
Hermione Granger

Hermione Granger

Hermione Granger

Hermione Granger

Page
Volunteer Email
= crodrigue@nps. gov
& crodrigue@nps. goy

= crodrigue@nps. goy

= crodriquednps. gav

= crodrique@nps. goy

i
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Application Status

Ready to Volunteer

Application
Tentatively Accepted

Application Submitted
Application Submittad

Application Submitted

Date/Time Changed

Sep 16, 2025
Sep 16, 2025

Sep 15, 2025
Sep 15, 2025

Sep 15,2025

Statug Lagt
Modified By

Cassie Rodrigque TMP

Cassie Rodrigue TMP

Onboarding Form

3Ma

You perform the same steps for declining, waitlisting, and placing applications under review, using the
respective buttons.



Volunteer Onboarding in the Team Member Portal

As a Team Member user with 301a Access, you can onboard volunteers for your opportunities in the Team Member
Portal.

1. Once the volunteer coordinator has created and assigned the 301a onboarding task and volunteers have
signed the form, you can sign the 301a yourself (if you are a federal employee).

2. You can only sign 301a forms for volunteers whose application status is
"Staff Signature Required.” You can filter for this status with the Application
Statuses filter on the left side of your screen. (] waitlisted -

D Declined

D Application Tentatively
Accepted

Application Statuses ' 1 -

D Onboarding Task Assigned
Staff Signature Required
D Ready to Volunteer

D Service Complete

v

3. Click the check box on the left of the table near "Opportunity"” to check all applications in the "Staff Signature
Required" status. Alternatively, you may select individual applications as needed. Click the "Sign 301a" button in

the top right corner.
I [ T |

25 =

Showing Page 1 = lot1
Opportunity Opportunity Status Volunteer Name Volunteer Email Application Status Date/Time Changed Modified By Onboarding Form
Staff Signature
[»| Planting Event Recruitment Active Hermione Granger & crodriquesinps. gov a : Sep 16, 2025 Hermione Granger 301a
- equire
Trail Maintenance Staff Signature
=l Recruitment Active Harmione Granger & crodrique@nps.gov 5 Sep 16, 2025 Cassandra Rodrique 301a
— Nolunteer Required

4. A pop-up will come up explaining what it means to signh the 301a and move the volunteer to "Ready to Volunteer"
status. Click "Sign Applications."

Confirm Signature X

By changing this volunteer’s status to Ready to Volunteer, you are applying your signature as the
government representative to section 42 of the OF-301a Volunteer Service Agreement. In doing so, you
agree on behalf of your agency that while this arrangement is in effect, to provide such materials,
equipment, and facilities that are available and needed to perform the service described, and to consider
the volunteer as a Federal employee only for the purposes of tort claims, liability and injury compensation
to the extent not covered by their volunteer group, if any.

Volunteer Opportunity Agreements Signed
Planting Event 1
Trail Maintenance Volunteer 1

_’ Sign Applications Cancel



5. The new status will display under the "Application Status" column of the table. At this point, the applications you

signed will say "Ready to Volunteer."

Showing

[ 25 |

Oppaortunity

s;jﬁ& IR Even
ducation Violunteer

Blanting Event

Trail Maintenance

Volunteer

Visitor Services

Volunteer

Opportunity Status
Recruitment Active
Recruitment Active
Recruitment Active

Recruitment Active

Recruitment Active

Volunteer Name

Hermione Granger
Hermione Granger
Hermione Granger

Hermione Granger

Hermione Granger

Volunteer Email

& crodrique@nps.gov fReady to Volunteer

& crodrique@nps.gov

&= crodrique@nps.gov

& crodrique®nps.gov JReady to Volunteer

& crodrique@nps. gov

Application Status

Onboarding Task
Assigned

Ready to Volunteer

Onboarding Task
Assigned

| Date/Time Changed

Sep 16, 2025

Sep 16, 2025

Sep 16, 2025

Sep 16, 2025

Sep 16, 2025

Status Last
Modified By
Cassie Rodrique TMP

Cassandra Rodrique
Cassie Rodrigue TMP

Cassie Rodrique TMP

Cassandra Rodrique

6. You perform the same steps if you wish to terminate a volunteer agreement by using the "End Service” button on the right.

6. You perform the same steps if you wish to terminate a volunteer agreement by using the "End Service" button on

the right.

Onboarding Form
3Ma
301a
301a

30a

30a



Add Volunteer Hours in Team Member Portal

1. Navigate to Time Logs by scrolling down and clicking the "Time Log" option. If you do not see "Time Logs" as an
option, you have to be granted Time Log Access by a Volunteer Coordinator.
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[ civanup Fuent Madified By
D Education Yolunteer Cleanup Event Recruitment Active Hermione Granger & cgdriqueEnpesgy  Ready toVolunteer Sep 16, 2025 Cassie Rodrigue TMP 3018
O #lanting event & ; s . . Ontsarding Task i
E Education Valunteer Recruitment Active Hermione Granger & crodriqueRnRER i Sep 16, 2025 Cassandra Radrique 3012
ssigned
[ Trait maintenance vodunteer =
Recrultment Active Harmione Granger ¥ Ready toVoluntear Sep 16, 2025 Cassie Rodrique TMF 301
[ wisitor services volunteer
Recruilment Aclive Hermione Granier & cadrigueenpsgay  Ready toVolunleer Sep 16, 2025 Cassie Rodrigue TMP 300a

2. Choose which opportunity you want to add volunteer hours for and click the "+" sign to expand the Time Logs.

Education Volunteer | Recruitment Active | 2025-09-30 - 2026-09-3% +
Planting Event | Recruitment Active | 2025-09-30 - 2025-09-30 A
Cleanup Event | Recruitment Active | 2025-09-30 - 2025-09-30 +
Visitar Services Volunteer | Recruitment Active | 2025-09-22 - 2026-09-21
Trail Maintenance Volunteer | Recruitment Active | 2025-08-01 - 2026-08-01 +

3. Click "Add Hours."

Visitor Services Volunteer | Recruitment Active | 2025-09-22 - 2026-09-21 -

Volunteer Time Log

Total Number of Voluntears: § " L]
Total Volunteer Howrs: § Add Hours Export Time Logs

Total Individual Volunteer Hours: 0

Totwal Group Velunteer Hours: 0

Time Log
Record
Muriber

Velunteer ok
~CEEEE t »  Position ~  Category S Total Howrs v  #ofVolunteers + | Status Hotes b4

Name : Occurred

4. Selectthe Time Log entry type and click "Next."

. Individual: individual hours are for individual volunteers who signed up for an opportunity through
Volunteer.gov. When hours are entered this way they will count toward totals that appear on a
volunteer's profile.

e Group: group hours are for entering hours in a bulk fashion and can represent hours of volunteers
who may or may not have signed up for an opportunity using Volunteer.gov. When hours are entered
this way they will not count toward totals that appear on a volunteer's profile.



New Volunteer Time Log

» Additional information

*Select the time log entry type.

(@) Individual

Ty

() Group

L

5. Input the volunteer Time Log details for the volunteer. For a Group Leader entry, there is an additional field for
Number of Volunteers. Note: To add bulk group hours, do not select a Group Leader name but leave that field
blank.
[ ]
¢ Volunteer Name (or Group Leader): select the volunteer or group leader from the dropdown list.
¢ Position: if a volunteer has been onboarded into more than one position in a single opportunity,
select the appropriate one from the dropdown list to associate with the time log entry
o Date Hours Occurred: this can be either the date the hours actually occurred or a date associated
with the hours of the time log entry. Whatever date is entered here will affect reports related to
when the hours occurred (such as fiscal year, month, etc.).
e Number of Volunteers (group hours entry only): when entering group hours this should reflect the
number of volunteers associated with the hours entry.
o Total Hours: the total hours for the entry. In the case of group hours, this should reflect the total
number of hours performed by all volunteers who were a part of the group. For example if 3
volunteers gave 5 hours each, the number to enter in total hours should be 15.
o Note: This can be used to include any notes relevant to the Time Log entry, for example, including a
note of why a time log entry may have been marked "Not Approved."

Individual Time Log:

New Violunteer Time Log

Complate the time log antry for Visitor Services Valunteer
v Additional information
= Add Row
Velunteer Mame Position Category
Herrmicne Grangsr w | wisitor Volunteer - Cultural and Historic Resources ¥
1| :pate Hours Decurred Tatal Hours Note & |
Aug 5, 2025 = 3.00

Submit Time Log



Group Time Log:

New Volunteer Time Log

Complete the group time log entry for Visitar Services Volunteer

» Additional information

Group Leader Pasttion Categary
Herminna Granger v | | satact pasition « | | Cubtural and Histaric Ressurcas =
1 * Date Howrs Docurred TNumber of Volunteers " Total Group Hours Mote B

Aug 3, 2025 5 1500

B

Submir Tima Log

6. Click "Submit Time Log."

7.You can also add multiple Time Logs that occurred on separate dates by using the "+ Add Row" button on the left
side of the New Volunteer Time Log screen. You can do this for both individual and group hours.

Complete the timea log entry for Visitor Services Voluntear

3 Additlonal information

*Volunteer Name Paosition Categorny
Hermione Granger « | | visitor velunieer v | | Cultural ang Historie Resources *
1 * Data Haurs Occurrad *Total Haurs Maote n
fug 5, 2025 & | | 300 |
Valuntear Nama Pasitian Catagary
Hermisne Granger v | [ visitor velunteer v | [ Cultural and Historic Resources -
2 *Date Hours Occurred “Total Hours Mote u
Aug 13, 2035 &| [300 |

8. Once you have added all of the Time Logs you want to add, click "Submit Time Log" at the bottom. These hours are automatically approved.

Submit Time Log

8. Once you have added all of the Time Logs you want to add, click "Submit Time Log" at the bottom. These hours
are automatically approved.



Approve Volunteer Hours in Team Member Portal

1. Navigate to Time Logs by scrolling down and clicking the "Time Log" option. If you do not see "Time Logs" as an
option, you have to be granted Time Log Access by a Volunteer Coordinator.

Welcame fa the Team Member Partal. This new port
Currenily lve:
+ Selection: Team Membars can review voluntesr applicatons and make ch to avoluntears status, mcludng tentatevaly selacbng them for tha velunteer oppartunity.
+ Onbanrding: Tesen Mursivers car sy OF-301 Farens o3 sirt of the onbs
¢ T Logs - NEW drs o Suptisnlier: Taarms Maribs s wil

i actively being developed with new ndditional fatures caming soon.

signabure to the ferminst, st ot OF-30a farms fo end & valusteer's servics,

e {vi

Yo witrin for v g . ks Ky 11 Marsalnirs will

et w1 Tirs Loga fer W

il e sy
[ R ——
+ Melp Center - Coming in December: Team Members will get a Melp Center bukt into the Team Memiber Fortal that will comtain hetsful puides detailing how ta use the various functions of the portal.

Salection and Onboarding |Tu'u.-'.1.sm|

Selection and Onboarding information S o

Y FILTERS 1l

Showing _ 22 ¥ Page! ' 7 of1
Volunteer Opportunities -

~| Oppartunity Opportunity Status | Voluntear Name Volunteer Email Application Status Date/Time Changed  SLaiue Last Onboarding Farm
[ civanup Fuent Madified By
G Education Volunteer Cleanup Event Recruitment Active Beomione Grang el & crodriquesnpe oy Ready to Volunteer Sep 6. 2025 Cassie Rodrique TMP J00a

T Ontsrding T

(O3 rlanting event Eclucation Yaly Recruitment Active  Hermione Granger & crodriquesnps. goy Al'gis:;"“ oz Sep 16, 2025 Cossandra Rodrique 304a
[ Trait aintenance Velunteer -

1] Recruitment Active Harmiong Granger & crodriqua@nps.agy  Ready to Volunteer Sap 16, 2025 Cassie Rodrigue TMP 34
([ visitor senvices volunteer

Reeruitment Active  Harmions Geanger & cudriguesnns oy Pesdy loVelunlesr  Sep 16,2025 Cassie Rodrigue TMP 3018

2. Choose the opportunity you want to approve volunteer hours for and click the "+" to expand the Time Logs.

Selection and Onboarding  Time Log

Time Log Information i
Y FiTERs Clexrall  snowing | 29 7| Page 2 %oty
Volunteer Opportunities - Education Volunteer | Recruitment Active | 2025-09-30 - 2026-09-79 +

(O cteanap Event

MH‘ Event | Recruitment Active | 2025-09-30 - 2025-09-20 +
D Education Volunteer
D Flanting Ewent

Cleanup Event | Recruitment Active | 2025-09-30 - 2025-09-30 +
[ Teail Maintenance Veluntesr
[0 visiter services voluntees

visiter Services Volunteer | Recruitment Active | 2025-09-22 - 2026-09-21 +
Oppertunity Statuses = Trail Maintenance Voluntesr | Recruitment Active | 2025-08-01 - 2026-08-01

Approve a Single Time Log
1. Review the Volunteer Time Log details to determine if you approve or not approve of the Time Log information.

2. Hover your cursor over the status field you would like to change. Click the pencil icon to make editable.

Volunteer Time Log

Total Mumber of Volunteers: 1 m E—
Total Volunteer Hours: 0 a

Total Individual Violenteer Hours: 0

Total Group Volunteer Hours: 0

Time Log
R Volunteer Date Hours
] Record w +*~  Position v Category i Total Hours ~  gofVoluntesrs ~ | Status Hotes v
= Mame Occurred
Number
Construction and
: ’ P : Appreval
(] WTL-00008535 Hermione Granger Facilities 0B/01/2025 4 1 T
EOuIned
Maintenance d
Construction and
£ -y & 2, e 2 = Approval
[ WTL-0000B536 Hermions Granger Failities 0B/08/2023 4 1 .
" Riequired
Maintenance
Canstruction and
X 2 - = i = 3 Approval
[] WTL-000DBS3T Hermione Granger Facilities 08/15/2025 4 1
Reguirod
Maintenance
Canstruction and
s 2 i - = Approval
(] WTL-0000BSIE Hermions Granger Facilities 0B/22/2025 4 1 :
Required

Maintenance



3. Clickthe dropdown arrow and change the Status to "Approved." Save your changes by clicking "Save" at the

bottom of your screen.
| |

l Approved

Approval Required

" Approved

Not Approved

Voluntesr S Date Hours
8| ¥ e + v | Position v Category ¥ oo Total Hours v | #ofVolunteers ~  Status Notes N
Construction and
(] VIL-DODO&S3S Hermione Granper Facilities 08/01/2025 4 1 Approved
Maintenance
Construction and A
] VILOOOO&536 Hermione Granger Facilities 018/08/2025 4 y  Approv
= P Required
Maintenance
2 Construction and i |
ndividual Volynteer oA
3 [] VIL-0O00S53T Hermions Grangar > Facilities 08/15/2025 4 1 a 3
= §301a) - Crew g Required
Maintenance
i Construction and
I = Individual Volunteer Facil e F 1 Approval
| VT 5 srmione Grangs R — acilities 132302 :
= o 1301al - Crew _I i . Required
Maintenance
Construction and
. dual Voluntesr e Approval
] VIL-D000A53S Hemione Granger Facilities 08/39/2025 4 1 B
(301a} - Crew ¥ Required
Maintenance
G Construction and
% . Individual Yeluntesr R i Approval
[ 1 VTL-00008540 Hermione Granger Facilities 09/05/2025 4 1 ;
= {3013} - Crow : Required
Maintenance
E Construction and
O i InCLACUILNOCUMERE  Eacilitios 09/12/2025 s v
7 ) ¥TL-00008%40 Hermigne Grangel iliti /122 ;
= Ber {301al - Crew = Required

Maintenance

Cance m

4.You can also change a status to "Not Approved. Hover your cursor over the status field you would like to change.
Click the pencilicon to make the status editable. Change the Status to "Not Approved." Save your changes by
clicking "Save" at the bottom of your screen.

[ Mot Approved - I

Approval Required

Approved
| ~/ Not Approved I
Time Log
- Volunteer Date Hours
) Record M + ™ Position N category bt Total Hours v tofvolunteers v Statug Hotes s
Hame Occurred
Number
X Construction and
gy Individual Volunteer
1[0 VIL-0DDQBS3S Hermione Granger AP - 08/01/2025 4 1 Not Approved
Maintenance
Construction and
I Individual Volunteer . Tar Approval
2 ([0 VIL0000BS36 Hermione Granger Facilities 08/08/2025 4 1 :
{3012) - Crews 2 Required
Maintenance
Censtruction and
i e Approval
3 [0 VT B53T Hesmione Granger Facilities 08/15/2025 4 1
Required
Maintenance
Construction and
s : i Individual Volunteer 2 Approval
[0 ¥IL-00008538 Hesmione Grangee D Facilities 08/22{2025 4 1 i
01a) - Crew < Required
Maintenance
" Construction and
. Individual Voluntee 3 . Approval
5 [0 VI1.00008539 Hosmione Granger - Facllities D8/29/2025 4 1 =
30la) - Crew Required
Maintenance
4 Construction and
o Individual Volunteer % Approval
& [0 VILOD0QES40 Hormione Granger Facilities 097052025 “ 1 &
2013 - Crew & Required
Maintenance
Construction and
= g Approval
T 0o Hesmione Granger Facilities 09/12/2025 4 1 2
Required

Maintenance

‘ i n



Bulk Approve Time Logs

You can approve multiple time logs at once to the same status of either "Approved" or "Not Approved."

1. Select all the Time Logs using the checkbox next to the column title or select multiple individual time logs by
clicking the box next to each entry.

Time Log

|
Eﬁecﬂrd » Naun : t v  Position ~  Category b4 %ﬂ!ﬁmdﬂi Total Hours v~ | #of Volunteers ~  Status Notes w
Neirihar me LEUTTe:
Construction and
o g o Individual Velunteer 8 5 Approval
VTL-DODDESES Herrigine Granger Facilities 012025 4 1
- {301a) - Crew Required
Maintenance
— v by Canstruction and ADERc
il il iy
z (3) YIL-DODOBS3E Hermisne Granger Facilities 08/08/2025 4 1 PRI
13012 - Crew ; Required
Maintenance
o Construction and A
| WTL-DODDESAT HermipneGrangey  LapidualVolumteer oo OR{15{2025 4 ik
- {301a) - Crew Required
Maintenance
Construction and
s — Individual Velunteer o r Approval
4 - NTL-DDDDESIE Hermigne Granger Facilities 0E(22/ 2025 4 1 :
301a) - Crew Required
Maintenance
Construction and
| YTL-DOODBS3S {ermi i Faciliti 08292025 4 1 e
} NTL-DOOM Hermigne Granger acilities 29/ :
= 8 {301a) - Crew e Required
Maintenance
Time Log
= o Volunteer G - o gory i Date Hours o { oy X
=) Record Mame Basition i Occurred
Number
- Construction and
i : Individual Yolunteer iy ; Approval
+ |2 Jyre-ooassas Hermione Grangsr o Facilities D8/01/2025 4 1 :
{301a) - Crew Required
Maintenance
Construction and PR
| VTL-ODOO0AS53E Hermione Granger = Facilities 0&/08/2025 4 1 op 5 E
i {301a) - Crew Required
Maintenance
3 . Construction and ol
3 NTL-O000853T Hermione Granger 7 Facilities 08/15/2025 4 1 e 2
[201a) - Crewe 8 Required
Maintenance
Construction and
N o ) Individual Volunteer L S Approval
4 ] NTL-ODODASIE Hermione Gramger & Facilities 087222025 4 1 B
B {30La) - Crew 4 Required
Maintenance
< Construction and
: o = + Individuwal Volunteer s taa035 3 1 Approval
5 = §¥TL-0D00AS3S iermbong Granger 7 acilities 29/ 2
e e {301a) - Crew _I s J Required
Maintenance
Construction and
e A g . . Appronal
& [ NTL-DDO08540 Hermione Granger Facilities 09/05/2025 4 1 R
e Required

Maintenance

2. Hover your cursor over the status field of any of the selected time log entries you would like to change. Click the
pencil icon to make the status editable. Change the Status to "Approved" or "Not Approved." Select the "Update
selected items" checkbox to apply the status change to all selected volunteer time logs. Click "Apply."

Time Log

o R - Velunteer - At o ‘ - Date Hours 1 - - -
= Hame oy Occurred s =
. Construction and
; Iracdii Volunteer e Approval s
] NTL-GDODAS3S Hermione Granger Facilities 08/01/2025 4 1 :
= [301a) - Crew 3 Requined
Maintenance
vicual Construction and i ]
| NTL-GDODAS3IE Hermione Granger B ieer Facilities 08/08/2025 4 1 ppn?va
= [3013) - Crew : Regquired
Maintenance
it Construction and
o Individual Volunteer s . Approval
7] NTL-GODDESIT Hermione Granger Facilities 08/15/2025 4 1 R
[301a)- Crew Required

Maintenance

Approved
[ )§Update 7 selected items

3. Click "Save."



