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1. Purpose

The purpose of this document is to explain how volunteers can use
DemandBlue’'s Volunteer self-service portal app to register, sign up for jobs,
report their attendance and view personalized metrics.

2. Volunteer self-service portal walkthrough

2.1. Guest Volunteer

When guest users access the site URL, they will land on the home page of the
portal as shown below

Welceme to.Dream Big

Community

Voluntesr with us

Wa arg Driven by Optimiism

reshape the conversation with their voices and stones. The comersiones of our work Yolunieer. Lead, Inspire

1. Register using “Volunteer with us” link: new volunteers can sign up through
the "Volunteer with Us" link on the home page. When they click on the link, a
signup form will be displayed as shown below.
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e Guest users shall fill in their details in the signup form as shown below and
click 'Next'

Computer usage

Manual labor

Marketing

(d@mons )
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¢ Onthe next screen, the summary will be displayed with the details entered

on the previous screen

orting Hours:

. Click '"Next".

Please verify your details before submitting

Salutation: Mr
First Name: W

Last Name: Smit

Emaik: Smith@¢
Volunteer Skills: Co
Volunteer Availability: Morning

¢ On the next screen, a 'Thank You' message will be displayed.

Thank you for submitting your detailsl.

(dczmon'c')' )
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» A contact record will be created in Salesforce based on the details entered
in the signup form

o Q search. A @ma?20a®

833 Volunteers  Home Volunteerskelp  VolunteersWizad  VolunteerJobs -  Shift Calendar  FindVolunteers  leads ~  Comfacts ~  Campaigns v  Reporis v  Dashboards
Mr. Will Smith &

Account Name

Related Details Activity Chatter

w Contact Details E hl

Name Filters: All time = All activities « Al types = B

Mr, Will Smith Refresh s Expand All = View All
Account Marme

~ Upeaming & Overdue

Mo actnities to show,
Get started by sencing an émail scheduling & task, and more.

~ March - 2023 This Menth

it E Volunteer Signup Thank .. Today ¥

w Contact Information You had 3 task

Horme Phane

Decorplion
&n automatic thank you email has been sent to the
contact fior sagning up 10 be & voluntesr.

No more past activities 10 load,

~ Volunteer Information

\iolunteer Status First Volurteer Date i

Mew Sign Up

Volunteer Hours @ Last Volumtess Cate @

Volunteer Drganization @ Violunteer Last Web Sigrup Date )
3/6/2023

Voluntess Skils 00 Voluntesr Auto-Reminder Emad Opt Out @

Computer usageManual labor:Marketing

Volunteer Avadsbulity
Moming:Afternoen

Volunteer Manager Nates L]

~ System Information

Created 8y Last Modified By
oI ;2025 233 am o I ;52025 233 am

Contact Cwmer Lead Sounce

=l
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2. Sign up for a Volunteer Job:

* Volunteers can navigate to the volunteer job tab.

Welecome to,.Dream
Big Community

Volunteer with us

We are Driven by Optimism
At Dream Big Community, we are looking for meaningful change. Through volunteering, we aim to build an Educated society that empowers every

individual to reshape the conversation with their voices and stories. The cornerstones of our work Volunteer. Lead. Inspire

* They can click on any available volunteer job.

Note: The admin needs to create Volunteer Jobs and Shifts in their organization.

AVAILABLE JOBS
Winkgnneer b Same [t S
Baach Cleaning Job Beach Clpaning Camgpign

Wi A
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* On this page, the volunteer job details, and related shift details will be
displayed. Volunteers shall click on the "Sign up for Volunteer Job" button.

Valuntesr Job ; B

Beach Cleaning Job irite
Beach Cleaming Job Baach Cleaning Campaign
[
~ Location
[
Marth Street Columbia
[ L
Colurniia 621007

Upcoming Volunteer Shifts (41) o
Shift ID Start Date Duaration Job Location City
Shaft-0000% 1772023, 700 PM d Columbsa
Shaft-00006 1872023, 700 PM 2 Lolumied
Shaft-00007 ¥19/2023, 7:00 PM 2 Columbia
Shaft-00008 ¥20/2023, 700 PM 2 Columbia
View All

* The Volunteer Job signup form will be displayed. Volunteers can fill in the
volunteer details and click on 'Next".

Sign up for Volunteer Job

CdGmOﬂsgLU@)
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* Volunteers can select the available shift to sign up for, and then click on 'Next'.

Sign up for Volunteer Job

* On the next screen, the Summary screen will be displayed. Click on 'Next".

Sign up for Volunteer Job

T et Diate B Tama W 7020, T 00 PR

(comontic )
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* On the next screen, a "Thank you" message will be displayed. Click on 'Finish'.

Sign up for Volunteer Job

e After submitting the volunteer Job signup form, a Volunteer Contact and
Volunteer Hour record will be created in Salesforce.

' Q search *- @& ? A u

Vaolunteers Home  Volunteers Help  Volumteers Wizard  volunteer Jobs -  Shift Calendar  Find volunteers  Leads -  Contacts ~  Campaigns +  Reports ~ More ¥ @

Contact

Mr. Tim David ~ + Follow Edit
Tile decegiant Mame Phone (2) v Ernail Contact Damar
david@dummy.com B Will Smith £
Related Details News Activity Chatter
. 0 -

~ Contact Details
Hame Earthdate Filters: Al time » All activities » All types | B
Mr. Tim Dawvid

Refresh « Expand All « View all
Accourt Name

 Upcoming & Overdus

Title: Mo activities to show,
Gét stanted by sending an email, scheduling & ik snd mare.
Descrption March - 2023 This Manth
o -
> & Volunteer Signup Thank — Teday |*
~ Contact Information .|. Youhad s task '

e Q sewen - @6 ?sa 3

I Wolunteers  Home  Voluteers Help  Voluteerss Wizeed  Voleesr Jobis o Shit Calendar  Fed Voluteers  Leads o Conlacs e Campaigns v Repots v Mok T @

<MM1 ol [
Mr. Tim David » + Follow o
Filtire: A0 e » A0 Sitiviopd = G0 bypet. | B
U Campaign History (1) add ta Campaign Ribrash = Expand ARl = Vigw Al
Campaign Name Start Date Type Sratus w Upcoming & Overdus
Beach Cleaneng Campusgn IN42023 Conference Confrmed - N SO B P
Gt started by sendwng an emal, schedubng a sk and mane
i e Maech - 2023 This Month
* E Vicluantesr Sigrup Thank Tedwy ¥
[ Volunteer Hours (1) g | ou bad & task
Veluntesr Howns HounlD Shift $tart Dute & Time Volunizer Campaign Hams Fratua Mo marne pasl sirtees 10 kaad
DOOLS ANTROZ3, 12200 P Beach Clpaning Campangn Comfrmad -
o
D Files (D) add Files
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‘e

Volunteers also have the option to sign up against a specific shift based on
their availability.

3. Sign up for a Volunteer Shift

® Select a shift from the volunteer job page.

D Beach Cleaning Job

v Location

Upcoming Volunteer Shifts (41)

* Click on the 'Signup for Volunteer Shift' button.

u Shift-0000&

(ooman e )
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* The Volunteer Shift signup form will open. Volunteer can fill in the details and
click 'Next'.

Sign up for Velunteer Shift

* On the next screen, the Summary screen will be displayed. Click on 'Next".

Sign up for Volunteer Shift

Pizase verify your detalls befors submitting

S riaticn

Firm Pl Lsci

Lawn Wpemp Cpamss

Eftid wparrire Gy

nlurnpar Shilly: o er 5 a0 Manal Lpas F

‘oksrtoer Aualablity oo rroenc M
it e B Cleanang Jok
St St Digtw I Timar WIATCIN, 7 00 B
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* On the next screen, a "Thank you" message will be displayed. Click on 'Finish'

Sign up for Volunteer Shift

e After submitting the volunteer Shift signup form, a Volunteer Contact and
Volunteer Hour record will be created in Salesforce.

-

T
e
e

Q, search.

Vulurlteers Home wiolunteers Help wiolmteers Wizard Wolunteer Jobs s

A @e20a @
Shift Calendar  Find volumteers  Leads

Contacts »+  Campaigns »»  Reports s More ¥ @
E Contact

Jack Sparrow &

+ Follow Edit
Title Account Narme Phaone (2) w Emad

Contact Owner
sparrow@ dummy.com &% Wil Smith g

Related Details News

Activity Chatter
~ Contact Details

D -
Marme

Birthdate Filters: AN fime « All activities « All types @
Jack Sparrow Refresh = Expand AN = View Al
Agcount Name
w Upcoming & Overdue
Tithe
Descrption

No activities to show.
Get started by sending an email, scheduling a task, and more.

 March - 2023

This Menth
- > E Voluntesr Signup Thank - Today ¥
~ Contact Information |

h‘ouw:k
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Contact . .
Jack Sparrow & + Follow Edt
Filters: All time - All activities - All types = ¥°
D Campaign History (1) Add to Campaign Refresh « Expand All - View Al
Campaign Name Start Date Type Status w2 L)
Beach Cleaning Campaign 371472023 Conference Confirmed v Mo activities 10 show.
Get started by sending an email, scheduling a task and more.
View Al
e v March . 2023 This Month
> B Volunteer Signup Thank — Teday
ﬁ Volunteer Hours (1) New You had a task
Velunteer Hours: HoursiD Shift Start Date & Time Velunteer Campalgn Name Status Mo more past activities to load.
00045 3182023, 12:00 PM Beach Cleaning Campaign Confirmed -
Vigw A
L] Files (0)

4. Submit the Volunteer Reporting Hours (attendance)

Volunteers can use the “Volunteer Reporting Hours” tab to specify the number of hours
they contributed for a volunteering activity.

¢ Click on the “Volunteer Reporting Hours” tab.

Welceme to .Dream Big

Community

Volunteer with us

We are Driven by Optimism

At Dream Big Community, we are looking for meaningful change. Through volunteering, we aim to build an Educated society that empowers every individual to

* The Volunteer Reporting Hour form will be displayed. Enter the existing
Volunteer contact details and click 'Next".

<o<zmon5&ucz)
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* On the next screen, volunteers shall select the shift details, enter hours worked

and comments. Click on 'Next".

* On the next screen, the Summary screen will be displayed to validate the
details entered. Click on 'Next.

Plsass verthy your details befors submitting

Firm hiame

.....

e

Pisase pebecs vour Bt 31700
Howr Worked: 2

Lowvwrvanbt

* On the next screen, a 'Thank you' message will be displayed. Click on 'Finish".

Thank you for submitting your reporting hours! 1

(dczmong )
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* Volunteer attendance details will be captured in Salesforce. In Salesforce, Tim
David's volunteer hour status will be changed from confirmed to completed as
shown below.

|
] Q sewrd A oa?ea
E;: Volunteers Home  Volenbeers Help  Volunbeers Wizard  volentesr Jobs St Calendar  Find Volunbeers  Leads o Contadds s Campaigns w  Feports w Mok T 0
Contat ;
Mr. Tim David i P
l Fillers: 0l time + & acvies - A pes | P I
D C.np-lpHHarr{'l] Eod to Campasgn Rifrish = Expand ANl » View &
Campaign Mame Start Date Type ‘Status w Uposming & Orverue
Bach Cleareng Campaey LTl Friaki ] Conderence Completed - Fid adinties b tham
Gl harbid By dasedety bn emad, ichedulngy o Lidk, snd mare
w Manch « 2023 This Masth
» Bl olunteer Sigrup Thark Teday | ¥
[ volunteer Hours (1) e You had @ task
Valusbeer Heurs HeurlD Shiite Shart Db & Time Valunteer Campaign Name Ceytun Mo mode Dash soinalies 00 o
D003 INT/I0TE. 1300 P Beach Cleaning Campaegn Coompleted L
D Files (0} Ak Fits

2.2. Logged in Volunteer

For logged-in volunteers, the portal will have the same tabs as guest volunteers. In
addition, they see a tab called 'View Your Information' which will display personalized
information as explained below.

Note: For logged in volunteers, all the forms will be pre-populated with volunteer details
unlike guest volunteers.

Below image shows the Portal view for logged in volunteers

Welecome to,.Dream
Big Community

‘We are Driven by Optimism
At Dream Big Community, we are looking for meaningful change. Through volunteering, we aim to build an Educated society that empowers every

individual to reshape the conversation with their voices and stories. The cornerstones of our work Violunteer. Lead. Inspire

<d<zmon'c‘5&ue>
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* Volunteer shall click on the “View Your Information” tab.

At Dream Big Community, w

We are Driven by Optimism

¢ are looking for meaningful change. Through volunteering, we aim to build an

mdradual to reshape the conversation w thier vwouces and stornes

Welecome to.Dream
Big Community

The cornerstones of our

wiork Volunteer Lead Insoure

Educated society that empowers every

* The "View Your Information" tab provides the following information.

1.

2.
3.
4.

Contact Details

First Name: Steven
Last Name: Smith
Emaik sman@dummy.com
Home Phone:

Mobde Phone:
Volunteer Skills: Manua
Volunteer Availability:

aborMa
VeekdaysWeek

Scheduled Volunteer Shifts

Start Date Time

W

ends Moming

End Date Time

Contact Details

ch Cleaning Job

Volunteer hour(s) by month
Scheduled Volunteer Shifts

Your Recent Volunteer History

each Cleaning Job
chi Cleaning Job

ch Cleaning Job

irung Job

ning Job

ch Cleaning Job

ch Cleaning Job

Cancel Selected Shifts

2

Dashboard

Volunteer hour(s) by month

As of Mar 16, 2023, 1

1-26 PM- Viewing as Steven Smith

Volunteer hour{s) by month

Sum of Total Hours Worked

View Report (Volunteer hows) by month

4

Your Recent Volunteer History

Date
Fri 3/17/202
Tue 3/14/2023
31302
Sun 3/12/202

Ee eaning Jo
Beach Cla q

March 2023 §

Houirs)

a
<d<zmondbLue )
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1. Contact details:

e Volunteers can use this section to update their contact details as shown below by
clicking on the “Update” button.

Contact Details

First Name: Steven

Last Name: Smith

Email: smith@dummy.com

Home Phone:

Mobile Phone:

Volunteer Skills: Manual labor;Marketing

Volunteer Availability: Weekdays;Weekends;Morning

Name
Steven Smith

Ema

smith@dummy.com

Home Phone

1234567890

Mobile Phone

lunteer Skill °

Computer usage
Manual labor
Marketing
Fundraising

Event Planning

Weekends
Morning
Afternoon

Weekly

2

COOmOHSBLUQD
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» Details will be updated in the volunteer contact. In this case, “Home Phone” has
been updated successfully in Salesforce as shown below.

Contact Details

First Name: Steven

Mobile Phone:
Volunteer Skills: Manual labor;Marketing
Volunteer Availability: \Weekdays;Weekends;Morning

2. Volunteers hour(s) by month:

e This section will display the completed volunteer hours by month for the logged-in
volunteer.

Dashboard
Volunteer hour(s) by month
As of Mar 16, 2023, 11:26 PM-Viewing as Steven Smith

Refresh v

LW ]
Ll

Volunteer hour(s) by month

Month Name
March 2023 @

Sum of Total Hours Worked

View Report (Volunteer hour(s) by month)

(oemorﬁ&ue>
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3. Scheduled Volunteer Shifts:

» This table displays the upcoming volunteer shifts for the logged-in volunteer.

Scheduled Volunteer Shifts

Start Date Time v | End Date Time v | Job v
Sun, Mar 19, 23, 12:30:00 AM  Sun, Mar 19, 23, 02:30:00 AM  Beach Cleaning Job

Sun,Mar 19, 23, 12:30:00 AM  Sun, Mar 19, 23, 02:30:00 AM  Beach Cleaning Job

Mon, Mar 20, 23, 12:30:00 AM  Mon, Mar 20, 23, 02:30:00 AM  Beach Cleaning Job

Tue, Mar 21, 23, 12:30:00 AM  Tue, Mar 21, 23, 02:30:00 AM  Beach Cleaning Job

Wed, Mar 22, 23, 12:30:00 AM  Wed, Mar 22, 23, 02:30:00 AM  Beach Cleaning Job

Thu, Mar 23, 23, 12:30:00 AM  Thu, Mar 23, 23, 02:30:00 AM  Beach Cleaning Job

Fri, Mar 24, 23, 12:30:00 AM Fri, Mar 24, 23, 02:30:00 AM Beach Cleaning Job

Sat,Mar 25, 23, 12:30:00 AM  Sat, Mar 25, 23, 02:30:00 AM  Beach Cleaning Job

Sun, Mar 26, 23, 12:30:00 AM  Sun, Mar 26, 23, 02:30:00 AM  Beach Cleaning Job

Mon, Mar 27, 23,12:30:00 AM  Mon, Mar 27, 23, 02:30:00 AM  Beach Cleaning Job .

» Volunteers can select multiple shifts from the table and click on 'Cancel
Selected Shifts..

Scheduled Volunteer Shifts

Start Date Time v
Sun, Mar 19, 23, 12:30:00 AM
Sun, Mar 19, 23, 12:30:00 AM
Mon, Mar 20, 23, 12:30:00 AM

Tue, Mar 21, 23, 12:30:00 AM

End Date Time v
Sun, Mar 19, 23, 02:30:00 AM
Sun, Mar 19, 23, 02:30:00 AM
Mon, Mar 20, 23, 02:30:00 AM

Tue, Mar 21, 23, 02:30:00 AM

Job

Beach Cleaning Job

Beach Cleaning Job

Beach Cleaning Job

Beach Cleaning Job

Wed, Mar 22, 23, 12:30:00 AM

Thu, Mar 23, 23, 12:30:00 AM

Fri, Mar 24, 23, 12:30:00 AM

Sat, Mar 25, 23, 12:30:00 AM

Sun, Mar 26, 23, 12:30:00 AM

Mon, Mar 27, 23, 12:30:00 AM

Wed, Mar 22, 23, 02:30:00 AM

Thu, Mar 23, 23, 02:30:00 AM

Fri, Mar 24, 23, 02:30:00 AM

Sat, Mar 25, 23, 02:30:00 AM

Sun, Mar 26, 23, 02:30:00 AM

Mon, Mar 27, 23, 02:30:00 AM

Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job

Beach Cleaning Job

-

2 ‘ Cancel Selected Shifts \

a )
(d@mondbLua /
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* A warning screen will be displayed with the selected shifts. Volunteers can
click on the 'Yes, Cancel' button to cancel the selected shifts.

Are you sure you want to cancel the selected shifts?

Start Date Time

Sun, Mar 19, 23, 12:30:00 AM

Mon, Mar 20, 23, 12:30:00 AM

Tue, Mar 21, 23, 12:30:00 AM

v | Job
Beach Cleaning Job
Beach Cleaning Job

Beach Cleaning Job

« Canceled shifts will be removed from the table and Status will be changed

to “Cancelled” in Salesforce.

Scheduled Volunteer Shifts

Start Date Time

Sun, Mar 19, 23, 12:30:00 AM
Wed, Mar 22, 23, 12:30:00 AM
Thu, Mar 23, 23, 12:30:00 AM
Fri, Mar 24, 23, 12:30:00 AM
Sat, Mar 25, 23, 12:30:00 AM
Sun, Mar 26, 23, 12:30:00 AM
Mon, Mar 27, 23, 12:30:00 AM
Tue, Mar 28, 23, 12:30:00 AM
Wed, Mar 29, 23, 12:30:00 AM

Thu, Mar 30, 23, 12:30:00 AM

End Date Time v
Sun, Mar 19, 23, 02:30:00 AM
Wed, Mar 22, 23, 02:30:00 AM
Thu, Mar 23, 23, 02:30:00 AM
Fri, Mar 24, 23, 02:30:00 AM
Sat, Mar 25, 23, 02:30:00 AM
Sun, Mar 26, 23, 02:30:00 AM
Mon, Mar 27, 23, 02:30:00 AM
Tue, Mar 28, 23, 02:30:00 AM
Wed, Mar 29, 23, 02:30:00 AM

Thu, Mar 30, 23, 02:30:00 AM

Job v
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job
Beach Cleaning Job

Beach Cleaning Job

Cancel Selected Shifts

a
(d@mondbLUQ )
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4. Your Recent Volunteer History:

e This table will display the volunteering history for the logged-in Volunteer.

Your Recent Volunteer History

Date v | Job v | Hour(s) v
Fri 3/17/2023 Beach Cleaning Job 2
Tue 3/14/2023 Beach Cleaning Job 2
Mon 3/13/2023 Beach Cleaning Job 2
Sun 3/12/2023 Beach Cleaning Job 2

(comontic )
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CONTACT
Phone :+1909-402-3453

Email : info@demandblue.com

YO U Website : www.demandblue.com
o

O @demandblue
f @demandBlue
¥ @demandblue
in @demandBlue
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