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Logging In and The Coordinator Menu
Logging into VMS:

To get to the VMS log-in page you go to www.beamentor.org/login

VMS Account

Management System
by Be A Mentor, Inc.

Log-In ID:
|

Password:

Can't Log In?

Continue Saved Application  Contact Us

Enter your log-in ID and password and click the “Log In” button.



Coordinator Menu Page:

The Coordinator menu page is the first page you will see when you log in.

Apps in the queue l | Notifications

Be A Mentor Admin
Logout
Admin Page Volunteer Name/Status
i Field Trip and Event Chaperone v
Selecta Project. . [ Volunteer Not Found -------
Field Trip and Event Chaperone v
Matched Volunteers Groups Youths
ADD
==eemeenms Match Not Found ==-------- --- Group Not Found =--| ~ [=====n Youth Not Found ------

Search
functions Inactive Youths
Double click on a name to make your selection.
volunteer Search: Most Recent Volunteers: # of Records: 10
| Volunteer Name Project App Date
Look Un: demo demo Harriet Tubman Middle School Field  10/14/2021
_ Trip and Event Chaperone 3:58:47 PM
oSt mecent Yellow Volunteer Mentor 8/20/2021
Next Follow-Up Dates: 4:40:59 PM
From To Violet Volunteer Mentor 8/20/2021
00/00/0000 00/00/0000 Go 4:40:26 PM
Blue Volunteer Mentor 8/20/2021
4:39:48 PM
Feave Vialoantany M Aantar Qimninnn

Search Function

Search will initially show the first 10 people who submitted applications that day; the
first name being the first accepted application. You can modify the number of most
recent applicants displayed by changing the number in the box labeled “Look Up Most
Recent” which is outlined below in red.




Volunteer Search:
‘ Dorothy Gale

Look Up:
1
NOt Follow-Up Dates:
From To
00/00/0000 00/00/0000 Go

There are four ways to search for a person:

First Name

Last Name

Last Name with First Initial (No Spaces)
Volunteer’s Email Address

It is best to search by first name or by email. For example, if a volunteer’'s name is Bob
Smith Jr, you can type “Smith” or “Bob” and use CTRL + letter F in the keyboard to find
his Volunteer ID in the database. Once your search produces results, you double click
on the person’s name to access their volunteer profile screen.

Links at the bottom of Coordinator Menu:

Custom Reports

Sex Offender Students
Search Processing

Tag Manager

Reports: Email: Forms:

« Current Match Report by Volunteer « All Participants « Misc. Forms

» Closed Match Report by Volunteer « All Participants in a Group » Volunteer Follow Up

« Current Match Report by Youth « All Volunteers in a Group « Training Schedule

« Closed Match Report by Youth « All Youths in a Group

« Current Matched Volunteer Activities Summary « Site Coordinator Manual
« Closed Matched Volunteer Activities Summary « Site Coordinator FAQ

Progress Report By Volunteer

The blue links below are described in further detail later in this manual:
1. Volunteer Process: this links to a powerful tool used for viewing and processing
applicants and mentors

2. Custom Reports: Links to where you can create a report for various types of
clearances

3. Custom Forms: Link to where you can create fillable forms for applicants,
references, etc or to gather information.

4. Tag Manager : Link to where you can create and edit tags to aid in processing.
The links at the very bottom are categorized into three sections with quick links:

Reports has a series of quick reports that can be run. The “current match report by



volunteer” for instance, shows all currently matched volunteers and their matched groups
or youth.

Email gives you the ability to email a specific audience quickly, like all participants in
your project, or volunteers.

Forms has a link to several miscellaneous forms in rtf and pdf formats, the Volunteer
Follow-up link for applicants who have not yet completed requirements and a FAQ for
coordinators.

Admin Page

The admin pages are where the bones of a program are managed. Projects can be
added, sites can be added and modified, volunteer types are added and edited,
coordinators are added and managed. Clearance requirements are chosen and
instructions/links/documents are added and changed. This is where training schedules
can be created and modified for applicants to sign up for.

“Select A Project” (See below) determines what information is shown in surrounding
boxes of Matched Volunteers, Referred Volunteers, Groups and Youth.

Admin page hyperlink

Admin Page

Select a Project:
' Sample School Project v|

To access the Admin Page for any specific project: Go to Coordinator Menu, select the
“Project Code” and “Project Type” from their dropdown menus.

Click on “Admin Page” hyperlink. Now you are on the Admin Page (See below).



Coordinator: Dorothy

Approved Projects

[Sample School Project

Project Information
Project Requirements - Selected
Activities | Training_Schedule

Pending/Inactive Projects

carnival helper
Carnival Dorothy
Carnival Helper
carnival helper
carneval helper
Martin Luther King - Continuation cal

Coordinatu rs
Christina Davis

Admin Personnel

Add New Project
Project Requirements - Default
AddiEdit Site Information

o

ADD Maintenance and Processing To add
admin
Coordinators Mentor Activity Reporting coordinator
| Christina Davis | Generate Custom Reports or executive
admin to
Back to Coordinator Menu project

Under Admin Personnel, the “ADD” button is only for adding an Admin coordinator
(which allows access to all projects under the program’s portal, volunteer process and
the Admin page) and Executive Admin (which can do that and also give admin
privileges). Adding an in-service-area coordinator (who only has access to specific
projects under the portal) is done at the Add/Edit site button later in this section, and
specific projects are set up at the Authorize screen.

Project Information
Project Requirements - Selected
Activities | Training_Schedule

Add New Project
Project Requirements - Default
Add/Edit Site Information

ADD Maintenance and Processing

Coordinators
Christina Davis

Back to Coordinator Menu

Mentor Activity Reporting
Generate Custom Reports

Each blue hyperlink allows you to make specific changes. The left half of the screen
pertains to the project displayed in the Approved Projects drop down at the top of
above. You can edit or view the “Project Information”, “Project Requirements” or the
“Activities and Training Schedule”. The right half of the screen pertains to all of the
Projects associated with the Project Code that was selected on the Admin page.

You can change all of the following at once if they require the same things, otherwise
do it individually:

1)“Add a New Project”
2)‘Add/Edit Site Information”



3)“Project Requirements”

If most projects will have the same requirements, then you can set the “Project
Requirements-Default” for what the majority of the projects require, and then go through
the Approved Projects list and set up each individual project that has different
requirements, and change them through the “Project Requirements-Selected” link on
the left side of the Admin page (note that when changing requirements, select the pink
Volunteer Types at the top of the list- site/volunteer types are Read Only

Project Information
Project Statuses:
“A”= Active Project’
“I’= Inactive Project’
“P"= Pending Project”

Once a project is approved or inactivated, change the Status and save.
Inactivated or Pending projects will appear in the corresponding box on the
Admin Page. The information entered in Youth Participants and Overview is
also what shows in the application f or the project description (IE what the
applicant will see). Always save any changes and click Back to Admin Page
rather than the back button when you are finished.



Sample School Project

Project: Sample School Project
Project ID: VOLDEMASAMS510-795-6488
Sort Group/Category

Country™: United States

State ID*: California

County ID*: Alameda

City ID*: Hayward

Start Date (mm/ddfyyyy): 2/13/2013

End Date (mm/dd/yyyy):

Web Site:

Status: A v

[J) Default Page
[J 1s Virtual

Youth Participants*:

This section briefly describes the children and youth who
participate in the volunteer project

Overview*:

This section provides a brief overview of the project for which the
volunteers are engaged.

Save

Back to Admin Page

Project Clearance Requirements

Below shows the Projects Requirements Page where you can choose which
requirements are needed for any given project. You can also select “Project
Requirements-Default” to require the same things for every project rather than going
one by one. Either way, the picture below appears:



— Project Attributes

Application Type: | voldemVolunteer ~ Follow Up Form: |View Only v
Background Clearance (managed by BAM): 0 Welcome Letter: o

Send notification about i ication after days: o Email ID: \Clo

School Site: B @

Project Clearance Requirements

Required Documents &
Requirements Brief Instructions (Edit All) Files
Welcome Letter @ Edit Welcome Letter
Fingerprinting @ Edit Documents & Files
validity Period ears ( 0 = Never)
003 Only Live Scan cost: 5[z |
DOJ & FBI Live Scan Cost: $
DOJ Clearance @ Edit Documents & Files
FBI Clearance @ Edit Documents & Files
[J FBI Mininum Residency (10 years Rule) @ Edit Documents & Files
Driver Clearance Report o Edit Documents & Files
(J (e.g. DMV Report)
Drivers License @ Edit Documents & Files
Proof Of Insurance @ Edit Documents & Files
TB Screening @ Edit Documents & Files
Validity Period 4 |Vears (0= Never
Sex Offender Check @ Edit Documents & Files
Validity Period ears ( 0 = Never)
[ criminal Check Clearance @ Edit Documents & Files
Validity Period ‘ears ( 0 = Never)
O Available To Others @ Edit Documents & Files
Training Class Required @ Edit Documents & Files
Questionnaire Required @ Edit Documents & Files
Number of References: |2 @ Edit Documents & Files
[ Clearance Letter @ Edit Documents & Files
[ Volunteer Picture @ Edit
[ vaccination/Neg Test Results @ Edit Documents & Files
) Payment @ Edit Documents & Files
O virtual Setup @ Edit Documents & Files
01D Check @ Edit Documents & Files
) Documents @ Edit Documents & Files
[J Resources @ Edit Documents & Files

Back to Admin Page

Project Requirements
You will go through each requirement and follow the steps below:

Requirements - Select the desired requirements for the specific volunteer type by
checking the box next to it. Only the selected requirements will appear for the volunteer
to see. You can enter the number of years some of the requirements will be valid so
that you can later follow up with volunteers when those documents need to be renewed



(Based on expiration dates, reminder notices are sent to the volunteer/mentor 10 and
30 days beforehand and on the day the requirement expires).

To select the number of references required, enter a number, up to three. If your
program does not require references, change this to “0”.

Brief Instructions - Explain how to submit or obtain the requirement, you can use “Edit
All” to make changes to all instructions at once or “Edit” on the row corresponding to
the requirement you would like to change. Make sure to click on “Save” in the upper
right hand corner after editing the instructions.

Each volunteer will see the question mark and be able to roll over the icon to see the
instructions that you have listed for the corresponding requirement.

Required Documents and Files - Click “Documents & Files” to upload any documents or
additional forms a volunteer may need. You can also upload a link to an online form or a
Custom Form that you create through the VMS.

Here you can also order the documents or links to change how they are displayed for the
applicant, by adjusting the numbers under Display Number (if you accidentally use two of
the name number, it will default to alphabetical with those):

Chrome - Uploading Files — O

@ beamentor.org/linkpages/mentorasp/ProjectsManagement/clearReqsUpload.asp?docType=Questionnaire&Projectl...

Project Requirements - Upload Files
Questionnaire Files & Documents

Project: voldem

Note: These files will be availabe for volunteers to download.

Use Default If No Files

Upload Files Upload Links
Document | | Document |
Name: Name:
Eg}(mMB RN ST Mo file chosen E‘#LF‘“" |
Document : . Document : .
Access Access
Permission™: Permission™:
Download/View Document Type | _ Date | Display Number

Download/View Questionnaire  https://www.beamentor.org/CustomForms/?PFormID=131 Questionnaire  5/27/2015

Changing any individual projects Selected Requirements under the Approved Projects
list will override the default requirements, and you may want to uncheck the “Use
Default If Empty” box for the Brief Instructions and Required Documents and Files if you
are using different instructions and materials so if you delete a form and do not replace
it, it will not use the default form instead. Usually you would want to replace the form
right away, change instructions to not include a necessary form, or uncheck the
requirement altogether if it is no longer needed.
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The checked requirements, brief instructions, and uploaded documents are displayed
on the individual’s dashboard after they login for them to complete the process
autonomously. Click “Save” to save the information and a page to take you back to
Coordinator Menu or Admin Page will appear.

Tip: if you are looking to edit a set of instructions and do not see it under Selected
Requirements, always check Default.

Add New Project
Add New Project

Project Name*
Category Type*
Country*:

| * This field is required

| Select One >
| Country*

State/Province*:

| State/Province* |

County*: County*
City*: City* |
Start Date* 11/3/2021 | (mm/dd/yyyy)
End Date | | (mm/ddiyyyy)
Please leave blank if there is no end date.
Web Site | |

Provide a brief description of the
youth participants in your project
(average age, spedific risks
identified, environmental issues,
ect.)*

Provide a brief project overview*

Add |

Back to Admin Page

“Add New Project” is only used to add side projects that you do not want to be initially
visible from the drop down under “sites” (such as an application for a classified
employee vs a volunteer). To add a project associated with a particular site, it should be
added via “Add Volunteer Type” on the Add/Edit Site page described further down.

After adding a new project, the volunteer type or program will display on the application
for your volunteers to choose from. Enter in information to the fields with red asterisks.
The youth description and project overview will be displayed as details about the
volunteer type when a volunteer decides on what programs they would like to be
involved in. Select “Add” and a screen will appear where you can return to either

11



Coordinator Menu or the Admin Page.

Going back to the Admin Page, you can verify your new projects requirements. You
want to make sure that the new applicants will receive a welcome email with
instructions by checking the Automatic option. You will also want to verify all instructions

are clear as well that all forms are uploaded.

Add/Edit Site Information

Select a Site

(] Display/Edit Deleted Sites

() Harriet Tubman Middle School W Active
()} Martin Luther King - Continuation W Active
Add New Site || Edit Selected Site || Delete Selected Site

Back to Admin Page

Back to Coordinator Menu

“Add/Edit Site Information” allows you to add, inactivate or edit school or site
information. This information includes: coordinators, volunteer types and contacts. To
edit or delete, select the radio button next to the school name then click the desired

button.

Figure 9.2 below shows the Edit page and what happens when you select “Add

Volunteer Type” or “Add Coordinator”

12



Edit Site

Add a Coordinator to the Site

Active

Schoal Name*: Martin Luther King - Continuation

- Add Coordinators
L5'|_|§|_‘_|| & Name~, |

Type (E, M, H)*: M

Martin Luther King - Continuation | Type (€. A
ontact Person*:

Type (E, M, H)*: |

M | Phone*: ‘ Ext: |

Available Volunteer Types:
I:Add New Volunteer Type)

Save
Contact Persons:

Active Coordinators:
John Gonzales
Laurie Flores

Back to Site Selection Page

Back to Admin Page

Email*.

[ Deleted

CoordID*:

Support Contact
[] attendance help
(J carnival Helper |
Classroom Aide

Field Trip Driver

Save |
Back to Edit School
Back to Admin Page

Back to School Selection Page

General School Inteer
Qvernight Chaperone
Overnight Chaperone Drive

Add New Volunteer Type
Parent Patrol

ool

Volunteer Type*

[

| traffic S;':rﬁ'::‘;\;’z;“'m School Valunteering v

) 1 1 Start Date 11/3/2021 (mm/dd/yyyy)
l_, Walk thru Registration . ————
[} Year Book lease leave blank if there is no end date.

Is Virtual

Provide a brief description of
participants with whom volunteers will
be engaged.*

Provide a brief overview of the
volunteer opportunity.*

Back to Admin Page

Figure
9.2

Add/Inactivate Coordinator:

The Edit page displays what volunteer types are available for that site by the checked
boxes. It also shows which coordinators are “Active” or “Inactive”. You can change this
status by clicking their name, and unchecking the Active box if they are no longer a
coordinator. If there is only one coordinator listed for the site/program, you will be

Eromgted to add a new coordinator before making the grevious coordinator inactive.

I© Active

Add a Coordinator to the School

Schoal Name*:

|Martih Luther King - Continuation

Type (E, M, H™ [

Contact Persom™: I

Phone®

Ext: |

i
Email™ |
CoordiD™ |
save |

Fig. 10.1
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When adding a coordinator, you create their username and a generic password is
created. Notify them of their username and password, which can be found by clicking
on their name after setting them up as a coordinator, and let them know that upon their
first log in, they will be prompted to update their information. Make sure to leave the box
next to the word Active checked so that it will display the new coordinator’s information.

Once a coordinator is added, click their name on the main Admin Page:
Coordinator: Dorothy

Approved Projects Pending/Inactive Projects Admin Personnel
ADD
| Field Trip and Event Chaperone | Coordinators
carnival helper Christina Davis
Carnival Dorothy

Carnival Helper

carnival helper

carneval helper

Martin Luther King - Continuation ca

Project Information
Project Requirements - Selected
Activities [ Training Schedule

Add New Project
Project Requirements - Default
Add/Edit Site Information

Be A Mentor Admin Generate Custom Reports

Christina Davis

Dorothy

Back to Coordinator Menu

To open their Coordinator Profile:

14



Coordinator Information

Project: Field Trip and Event Chaperone

Name: Daorothy
Type: voldem - Admin v
Coordinator ID: VOLUNTEE Password: |ssssssses

[J Support Contact

Residential Info

Home Phone: 555-555-5555 Cell Phone: |
Email: |
Business Info
School: X
School Address: X

X

Alabama || 00000
Work Phone: 555-555-5555 Ext: |
Fax:
Email: dgsdgs@beamentor.org |
Notes:

o
Authorize | | Save

Back to Admin Page

At the bottom, click “Authorize” to view the authorization the coordinator has (these are
the projects under the portal they will have access to)

Coordinator: Dorothy

Select Contact for Contact for Added

Eroject Manage Only Sign Up Emails Date LLLEREY
Edit General School Volulnteer True | True False False 1011412021 | B€ : dTn?r?mr
Edit| Field Trip and Event Chaperone | True | True True True 102472021 | BE 2 Mentor
Edit Gardening True | True False False 1012472021 | BE A Mentor
.. | Martin Luther King - Continuation Be A Mentor
Edit Gardening True True False False 10/14/2021 Admin
. Harriet Tubman Middle School Be A Mentor
Edit Classroom Aide True True False False 10/14/2021 Admin
Edit Mentor True | True False False 10/14/2021 | BE A Mentor
Admin
Add

Here these can be edited, or new ones added by the Executive Admin as needed.

15



Please Note: When a coordinator is made inactive, their authorizations for “Contact for
Sign Up” and “Contact for Emails” must be changed to False BEFORE they are made
inactive, or they will continue to receive emails and will still be listed for contacts.

Add/Edit Volunteer Types:

Add New Valunteer Type

Volunleer Type* |

Calegary Type~© | School Wolunteeting ~|
Yolunteers Wil Be

Start Date* [i76r201a (rEVEdfAY)
End Date ] (mimvddiyyyy)

Please leave blankif there is no end date.

Provide a arief descrigtion of
parucipants with whom voluntears will
be engagec”

Provide a brief overview of the
voluntzer oppartunity,”

Add l

Fig. 10.2

Adding a volunteer type to one site also makes that type available to all sites. To have it
show as an option on the application, you need to go into each site and check mark it.

Add/Edit Training and Activities

Another feature of the Admin screen is adding or editing Activities/Training Schedule.
On the main portal page, as well as the project description page there is also a button
called Activities, where volunteers can sign up for an event, and the coordinator will be
notified of their sign up. The activities set up on the Admin page will be displayed on the
portal page and application as well. First go to the Admin Page and click the
“Activities/Training” as seen in Figure 11.1.

16



Select an Activity / Training Location

Project: Field Trip and Event Chaperone

Ne Location Found.
Add New Location |

Fig. 11.1

The “Select an Activity/Training Location” is the first screen to appear. Click “Add
New Location”.

Select an Activity | Training Location

Project: Field Trip and Event Chaperone

Location

| Add New Location ‘ | Edit Selected Lccation|

You should now see the New Location Screen in Figure 12.1 will appear. You need to
enter in an address, time and date. To add a date click on the Dates field and the date
window pops up. Choose your date and click Add. Select the Open checkbox to show
that this location is still active. Then click “Save”, and when you go to select an
Activity/Training Location, your new location will be present.

Now that we have our new location, we can see that the Activities/Trainings Location link
will reflect that. If the location needs editing then, we choose the radio button next to
Location and click “Edit Selected Location”

Please note that until a specific date and time is selected, the activity or training will not
be available for mentors to sign up for on their dashboard.

17



Field Trip and Event Chaperone

Existed Training Locationg{ City Hall v

Country:

Location:
Description:
Street:

City
State/Province,Zip
Room:

Time:

Note:

City Hall

Training for new volunteers

123 Main Street

EveryTown

California \94444 |
Mayor‘s Conference Room

6:00 pm-9:00 pm
Please bring completed packet.

0 open |: € chome-0 _ O X :
® aboutblank
——
November v <2021 >
November 2021
Back to Location Selection Page !!e¥-§
NHEOE
Back to Admin Page 7/8)9|10/11)12]13
i 15[16]12[ 181920
2l 22 23 242525 |22
Figur ~ @zl
e
12.1

Volunteer Management

Applications in the Queue:

An application will automatically go in the queue for review in the following cases:

1. If an applicant self-discloses committing a crime on their application.

2. If the applicant applied with an email address that we already have on file for another

volunteer.

3. If the applicant applied with the same name as a volunteer already in our system.

18



E? 31 Be A Mentor Admin
Logout
o o (& L4 =3
:
Volunteer ID Name Project ID App Date  View App AllD)
CALADOLGALUCIA Olga Calad svusdiDOUDAYFIELDTRIPD 11/9/2017 View/ @) A %
Duplicate Email in = |
Database. Account may
already exisis. X
BROWARDSARAHIMARIE Sarah Broward WecusdILUPFIELDTRIPANDE 12/7/2017 View =
Duplicale Email in wecusdILUPGENERALSCHOOL -
Database. Account may wecusdiHERGENERALSCHOOL-
already exists. 2
wecusdiHERFIELOTRIPANDE-
2
JUDGEMANESHWERSINGH Maneshwer Judge srvusdIDIADAYFIELDTRIPC 12/10/2017 Viev:
SIVUSAIDIADAYFIELDTRIPD = B
snvusdITASDAYFIELDTRIPC
svusdiTASDAYFIELDTRIPD
SIVUSAITASGENERALSCHOOL
snvusdITASOVE-224-1286 rds: 10
SIVUSHITASOVERNIGHTCHAP
DONEGANKATHLEENANN Kathleen Donegan srvusdiGREGEN-214-1292  12/12/2017 Vievs
Duplicate Emall In - N
Database. Account may
already exists.
MORALESVILMA Viima Morales 0OJJDP2015ABEAS1D-795- 121122017 View = =
e et eoa -
T \GARAe -
Jasbir Bath Dougherty Valley High School Day  12/15/2017
Next Follow-Up Dates: Field Trip Driver 10:54:23 AM
From B — Tiffany Martel IMonroe Elementary Unsupervised  12/15/2017
l 00/00/0000 ’ | 00/00/0000 Search) Tuter - Mentor 10:03:58 AM

New Application Icon

The application icon looks like two pieces of paper stacked at the top right-hand group
side of the VMS home screen. Notifications of any new applications that need
processing will cause a number within a red box to appear on the application icon (See

Figure 1).

New Applications I

Figure 1
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By clicking the “New Applications” icon, you will see the dropdown menu appear
displaying all new applications.

New Applications Menu Functions (See Figure 3)

A B

¢ |

¢

X o
‘c:/

1 %4
2

,,,,,

Voumeer © Name

Search Temporary and Deleted Applications ( A) —Go to where you can search for
temporary or deleted applications. Temporary Applications that were only filled out and
not submitted will be found here. Searching the deleted applications will allow you to
recover and submit an application into the system. This is also known as Lost Souls.

Refresh New Applications List (B) —Allows you to update the list.

Delete Selected Applications (C) —Remove unwanted applications out of the system.
Approve Selected Applications (D) —Allows you to submit an application into the system.
View Previous 50 Applications (E) &View Next 50 Applications (F) —Be able to browse
back and forth through applications in chunks of 50.

Types of New Applications If there are any issues with an application, a red note will
appear underneath their Volunteer ID (See Figure 4). New Application Issues are:

1. “Convicted of Crime”—Applicant has self-disclosed a crime.

2. “Convicted of a DUI"-Applicant has self-disclosed a DUI (Driving under the
Influence).

3. “Under 18"-Applicant is under the age of 18 and a background check cannot be
run.

4. “Duplicate Email in Database. Account may already exist.”— Applicant is using
another applicant’s email in VMS or has made a second application

20



Volunteer ID

TESTTEST
Duplic ate Email in Database.
Account may already exists.

ESHEST
Convicted of Crime
DUl

TESTTEST
Under 18

LESTBLEST
Convicted of Crime

Figure 4

Note that sometimes a red note does not appear, be sure to review these applications
carefully!

Lost souls

Clicking the “Search Temporary and Deleted Applications” button will open a function
called “Lost souls” that will allow you search and recover applications:

<-—- Choose which app type to search for

Deleted applications have a button to return the application to the system. Temporary
applications have the email and password created available that can be used to open
and submit the application

21



Notifications: We receive notifications every time an applicant or volunteer makes a
change to their file or uploads a document to their file for us to review. The picture below
is an example of the type of notifications we receive.

B ‘W o
! Volunteer Message Date Time
] prest2® H29IWNT ATT
PUSD £
Volunteor 2PTEST has added new projeci(s) o hiz/her profile. ( Alisal El y $chool 1 School Yolunt )
] Presti % [ Vitsecesries | 2912017 2:07:36
PUSO | ™

Yoluntecr 1PTEST bas uplodded document 'libertymutwal _certificateofoutonebileinswrance.pdf' with the type *Oriwerlic’,

0 pes12% [ Voacearries | 291207 143:25
PUSO L]
Voluntecr 2PTESY has uplodded document ‘keisha ¢l.pdf' wath the type ‘Orivertic'.
£]  liibostes1o027-1 %  [CIEMESS w2102017 84752
PUSD | Aam
Iasurance updated [09271D2300BTEST): Volunteer 33jbodtest 9327-1 has updated his/her insurance Information
] lilbosestoo2r1 S [EETIZESR W2112017 8:40:26
PUSD AM
Driver License upsatod [09271)330087E57]1 Volunteor Jijbobtest O927-1 sas updated his/her Detver License
T Nonei WatsonS [[1hivertwn s | W26(2017 €:54:00
PUSD Py

Driver Licence updatod [WATSONMWANCI]! Velumteor Manmci Motson has updated his/her Drivor Licease

The notifications page (inbox) will list the most recent unread notifications towards the
top of the page in bold. Each notification will provide the volunteer name, project,
message, date and time. Bolded notifications are ones that have not been worked.

Once a notification has been completed, you can either use the checkmark and the
button at the top to mark the notification “read” or you can click the box itself, turning it
to normal, non bolded type.

You can either process notifications by clicking the mentor’'s name to open their
Volunteer Profile Page or through Volunteer Processing (both described later in this
manual)

Coordinator Menu Search Function:

Search will initially show the first 10 people who submitted applications that day; the
first name being the first accepted application. You can modify the number of most
recent applicants displayed by changing the number in the box labeled “Look Up Most
Recent” which is outlined in red.

22



Volunteer Search:
Dorothy Gale

Look Up:
10
Next Follow-Up Dates:
From To
00/00/0000 00/00/0000 Go

There are several ways to search for a person:
- First name
- Last name
- Last name with first initial (no spaces)
- Volunteer's email address
- Mentor ID

Email address is typically the best search option if you don’t know the individual’'s
MentorID.

Add/Edit Youth
The following steps will show you how to add a youth in VMS so that they can be
matched to a mentor.

Step 1: When logged in to VMS, you will click on the “ADD” option on the right hand
side under “Youth” (see arrow below).

v Dorothy
— Logout
Admin Page Volunteer Name/Status
) | Mentor v|
SelectaProjc: = T Volunteer Not Found —---—-
[ Mentor wv|

Matched Volunteers Youths
ADD ADD
demo, demo --- Group Not Found -- Indigo Youth
Volunteer, Gray Sage Youth

Inactive Youths
Double click on a name to make your selection.

Volunteer Search: Most Recent Volunteers: # of Records: 10

e Volunteer Name Project App Date

Step 2: You will be directed to the following page and here you will add all of the
required information. You want to make sure you “submit” the information so that it may
be saved.
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Add a New Youth

* Required field
Coordinator 1D:
Project ID:

Youth Name:*

Street:

City:

State:

“Youth Email:*

Home Phone:

Cell Fhone:

Youth 1D

Grada:*
Gender:*

Date of Birth:*

Ethnicity:™

Language:*

Parent Mame:

Parent Phone:

Parent Email:

CWW Name:

CWW Phone:

CWW Email:

Comments:

VOLUNTEE

Mentor

‘Tegt Wolunteer |

‘22693 Hesperian Bhvd |

‘ Hayward |

[California | [94544

‘teswolumeer@gman.oom |

[0oo-000-a0m0 |

[000-000-0000

A1n1no
10 | School Year* [2021 - 2022 s

‘01.’0.].1’200& |
Y —

‘ English |

\ |
‘leJfJ-CIUU-(]fJfJD |
\ |
\ |

[000-000-0000 | Ext:| |

Preferred method of communication for Notifications:

O notify By Text

Cell Phone: |ﬂr_1r_1-ﬂr.1r.1-ﬂr.100

Re-enter: |{JUU-{JUU-{JUUU

[ Natify By Email

Email Address: |

Re-anter:

[Back to Coordinator Menu]
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Step 3: After the youth information is submitted, you will be shown this confirmation
page.

Student added successfully.

Coordinator 1D: WOLUNTEE

Project ID: VOLDEMAMENS10-795-6488
Youth Name: Test Volunteer

Street: 22693 Hesperian Blvd
City: Hayward

State: California

Zipcode: 94544

Student Email: testvolunteer@gmail.com
Home Phone: 000-000-0000

Cell Phone: 000-000-0000

Youth 1D: 010108

Grade: K

School Year: 2021

Gender: F

Date of Birth: 01/01/2008

Ethnicity: Asian

Other Ethnicity:

Language: English

CWW Name:

CWW Phone:

CWW Email:

Parent Name:

Parent Phone:

Parent Email:

Comments:

Motify By Text: False

Text Number for
Notification:

Notify By Email: False
Email for Notification:

[Back to Coordinator Menul
Step 4: On the confirmation page you will click on the option “Back to Coordinator

Menu” (see arrow on image above), so that you may be taken to the main page once
again. You will now be able to view the youth’s name where it was initially added, and
by clicking twice on the youth’s name you will be directed to their profile.



Dorothy

Logout

Admin Page Volunteer Name/Status
Mentor v

Select a Project:
| Mentor v

——————— Volunteer Mot Found -------

Matched Volunteers r ] Youths
ADD ADD
demo, demo --- Group Not Found --- Indigo Youth
Volunteer, Gray ge i

L ()
I Test Volunteer

Inactive Youths
Double click on a name to make your selection.

Volunteer Search: Most Recent Volunteers: # of Records:- 10

o oo

Volunteer Name Proiect Ann Date

Malintain Youth

Upload Files  Academics Student Files Match with Mentor

Coordinator ID: VOLUNTEE

Project: Mentor

Youth Name:*  [Test Volunteer |
Address: 122693 Hesperian Bivd |

City: ‘Hayward ‘

State: | California v| ‘ 94544 |
Youth Email:* ‘testuolunteer@gmail.cnm ‘

Home Phone: ‘090-000-{1000 ‘

Cell Phone: ‘ 000-000-0000 \

Youth ID:* ‘moma \

Grade:* School Year:* [2021 - 2022 v
Gender:*
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Group Management

You can also add a group to assign mentors to, such as “Reading Group” or “Math
Group.” To create a new group, find the Groups column in the middle of the Coordinator
Menu and then click “ADD.”

(& Dorothy
Logout
Admin Page Volunteer Name/Status
_ [ Mentor v|
Selecta Projctt ... T Volunteer Mot Found —-----
[ Mentor |
Matched Volunteers Groups Youths
FADD | ADD
demo, demo --- Group Not Fo Indigo Youth
Volunteer, Gray Sage Youth
Test Wolunteer
IAdd A Volunteer Group:
* Required field
Coordinator 1D: VOLUNTEE
Double click on a name to make your selectf Project ID: VOLDEMAMENS510-795-6488
. -
Volunteer Search: Most Recent Volunteers: Group Name?: [Reading Group Dermo | ords: 1
| Volunteer Name Submit |[ Reset |[ << Back << |
[Back to Coordinator Menu]

Fill out the group name, then hit “Submit”

You will get a confirmation like the one below:

Volunteer group added successfully.

Coordinator ID: VOLUNTEE
Project ID: VOLDEMAMENS10-795-6488
Group Name: Reading Group Demo

[Back to Coordinator Menu]

Mentors can be matched to a group much like they can to a youth (explained later in
this manual under Assignments/Matches)

Once a group has at least one mentor matched to it, you can also assign youth to the
group:
First, select the group name from the list, and then double click.
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Group #: 1882
Group Name: Virtual Mentoring

 Maintain Group | |  Assign Youth |
 Transfer Volunteer |
Matched Volunteers Matched Youths
Case, Justin « | —--—--— Youth Not Found -——— = |

Volunteer11, SRVUSD
Volunteer8, SRVUSD

Double click on a name to make your selection.
| << Back << |

Back to Coordinator Menu

Select “Assign Youth” and select the names you want to assign to the group. Then click
“submit”

List of Active Youths:

Click on the check box on the left of the name to select a youth.

Name Email Phone
¢! |Archie Thompson archie.thompson@example.com
| |Devon Smith devon.smith@example.com
¢ [Margo Smith msmith22@beamentor.org
' |Michael Rover mrover22@beamentor.org
Theo Jackson theo.jackson@example.com

By clicking on "Submit" you are going to assign the selected youths to
Virtual Mentoring group and make a match if a match does not exist with this group.

| Submit || << Back << |

Back to Coordinator Menu

You will get a confirmation page like the below:
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The following youths were assigned to: Virtual Mentoring

1. Archie Thompson
2. Margo Smith

Selected Youths: 2
Total Youths: 5

[Back to Group Listing]

Back to Coordinator Menu

Next Follow up dates

Next Follow up dates are used to identify when an action or actions are needed to be
addressed. The date is entered in the Next follow-up field on the Volunteer Profile page
or when sending an email in the Volunteer Process. The date should correspond to an
entry in the Internal or Case Notes field that describes the action to be taken.

The next follow up date can be viewed and changed on the Volunteer Profile Page

VMS™  User Management | User

i Q
Find another user Ye"OW volunteer
& Profile & Projects Next Follow-up: n

B Documents

Viewing: Martin Luther King - Continuation General School Volulnteer | More projects

B

Save

£ Interview <
B Application &' S S s S
# Change Project Statuses /# Manage (Add / Replace Projects) 5 Refresh Projects List
[31 Pre-accepted Application
* Referral Agreement (£
Internal Notes: / Case Notes: Notes For Volunteer:
i\ Sex Offender Search (£ y
# Home / Dashboard _
There are currently no notifications for the volunteer.

Pl

| Personal Info I Clearance Requirements Status I Assignments / Matches _

This is also where the date can be clicked and changed.
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Volunteer Processing

Volunteers Process has many important functions. You can use it to check off

requirements, clear a volunteer, make notes or send mass updates via email. It is
important to follow up with applicants in a timely manner to see who is still interested
and help those who may have difficulty with the process but are still committed. From
the coordinator menu, at the bottom of the page click on the “Volunteers Process”

button.
- W Be A Mentor Admin
et Logout
Admin Page Volunteer Name/Status
Field Trip and Event Chaperone ¥
Project Code: ———Volunteer Not Found — |
voldem v
Select a Project:
Field Trip and Event Chaperone ¥ v
Matched Volunteers Groups Youth
; ] ~_ADD ) ADD
—— Match Not Found ——— . — Group Not Found — . —— Youth Not Found —— .
e Youths
Double click on a name o make your selection
s I Search Result #ofRecords 2
Volunteer Name Project App Date
f:f)rhchv?:JV;o'lunteeﬂD or Emml:‘_*_ Mickey Mouse Mariin Luther King - Continuation 122014
[mickey mous: search | ~lac
Look Up Most Recent: Mickey Mouse 31182013
200 T
[
Next Foliow-Up Dates:
From To
[ Search ]

ort by

You are now in volunteer processing. Below are the ways you can refine your search.

You can search by individual, by projects or specific criteria
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[ @ DEMO1

Personal Info Administrative Criminal Clearance Requirements Driving Clearance Requi Additional R View All
U Check all "Personal Info" fields
& Name (Default) O Email ) Full Address 0 Home Phone ) Cell Phone (O Work Phone
Y Filters
Project's Status Tags Manual Search Training
Status/Maich ID 0 Clearance Requirements | Reset | Date Filters
[m] Is cleared:
Ei“ oot e O Application Date
pplican Fingerprint © No
O Available From To
O Closed/Contat | Extomal Fingerpint Lo .
[ Closed/DNC Fingerprint Walved © Yes © No O Dropped Date
O Dropped/Contact From To
O Dropped/DNC DO Clearanca © Yes O No
[ Drop-Referred FBI Clearance @ Yes © No (O Driver License Exp Date
5 Matehed " FBI Minimum Resid : 5 F T
O Referred inimum Residency © Yes O No | fom o
O Reject Sex Offender Search © Yes © No
o y . R - - — ) Insurance Exp Date
Reject-Referred TB Clearance © Yes O No
From To
Training O Yes O No
Velunteer Questionnaire © Yes O No [ Matched Date
Driver Clearance © Yes O No From o
Copy of Driver License O Yes O No () Next Follow-up Date
Insurance Clearance © Yes O No From To
Non-Driver © Yes O No
Reference 1 © Yes © No O Referred Date
From To
Petranan A~ A s

The Volunteer Processing page is broken down into several sections.

eData Source

eColumns

eFilters

Data Source:
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B Dala Souco

ACMALEHEALTH
ATTEMANL
BAYRIO
nLSDPAR
DEMDY
ALCAAL
ERAR.
HOUSE
FANEAT
LBKOLUSD
BILLDRS
DTN
ity

L
L ]
L
L
L
L
L
L
L
L
L ]
L

(Yours will look more like this)

£ Data Source:

\- ]  DEMO1




The Data Source is located at the top left side of the page. You can select 1 or more
specific projects that you would like to view for volunteer clearance. If you don’t wish to
view specific project information and you are processing clearances for all projects, you
will leave all of the boxes unchecked.

Columns:

Check all "Parsonal nfo™ Meids
& Name (Do) Err Full Adcrmss e Phane Cell Phons Veork Prane

Columns are located directly below the Data Source information. We use the Columns to
select the specific information you would like to view during the clearance process. Within
the Columns section there are tabs. The tab that is selected in this example (and

also by default) is the personal information tab. You can click the “Check All” box which
will automatically select all of the boxes in this tab, or you can select only the boxes for
the information you would like to see. Each tab will have a specific type of information.
For Example: The Driving Clearance Tab will have boxes to check for Auto Insurance
and Driver’s License information.

Filters:

Y Filters

Project’s Status Tags Manual Search Training

Filters are a way for you to be even more specific with the information you need to see
to clear a volunteer. Some of the options you have using filters are:

eProject Status —These are used to view volunteers by the status of their project.
eTag —These are used to view volunteers that are associated with specific tags.

eManual Search —This is used to search for volunteers by name or email address.

Training — Used to list volunteers who have signed up for training by date and training
event.
At least one volunteer must have signed up for each activity for
the specific date to appear.
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Below are a list of radio buttons (found in the middle part of filters) that you
can also use to change which mentors are displayed:

¥/ Clearance Requirements:
Fingerprint ves) | No
FP Not Processed By BAM Yes') [ No
Fingerprint Waived Yes' [ No
DOy Yes'"' | No
FBl Yes' | No
FBI Minimum Residency ves' | No
SOs Yes'' | No
B Yest' | No
Training yest) | No
Volunteer Questionnaire Yes') | No
Driver Clearance Yes™ | No
Copy of Driver License Yes® | No
Insurance Yes | No
Non-Driver vYes) | No
Reference 1 ves'’ | No
Reference 2 yest | No
Reference 3 yes'’ | No

All Requirements Completed
Yes'”’ | No
Fig. 28.2

Clicking “Yes” will display mentors who have met this requirement, “No” will display
those who have not. Projects without it as a requirement will not be displayed

Below are Data Filters that you can also use to narrow your search results.



Date Filters

Application Date

Dropped Date

Driver License Exp Date

Insurance Exp Date

Matched Date

Next Follow-up Date

Refemred Date

Fingerprint Exp Date

TB Expiration Date

You can check to filter by “application date”, and for example, only view mentors who
have applied in the last two weeks, or more than a year ago, etc. You can use
matched/referred date (depending on project) to display people who have met their
requirements in the past week, month, six months. You could also use the “insurance
expiration or driver’s license expiration dates to see anyone who has been expired for
more than a month or six months.

The Next Follow-up Date filter will display volunteers that have had a Follow-up set on
their Volunteer Profile between the From and To dates specified. These can be used as
a date for when you want to check in on a mentor, say, to see if they have any unmet
clearance requirements, or if they have updated expired paperwork.

Once you have your filters set, click the big red “PLAY” button in the top righthand
corner.

A list of mentors who fit the criteria you selected will be displayed:
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B [ex123.]@ [BlankEmail

[z | 4Records Found figrl iy
= “\“@‘,3;‘
@
Name (%) Matchip Fingerprint i INSURANCE | INS_COMPANY | INS_EXP_DATE | Questionnaire
£ july18-1-2020, test Mentoring Progrf ] | ‘appicant | o [Empty | NI (o]
DOS: 21711950 ~demeZing = —
M O 2 juy182020, test® Ed nfeumwm [Applicant ||~ demo2 WA [Emoy | [Empty | o
e DOB- 21008 Mentoring
4
sH |© R july188-2020,test ® [ | Mertoring [Appicant || demo2 WA [ ] [Empty | SR (=]
a DOB: 5/8/1944 D S
(Results zoomed in)
B ox123./(@ |Blank Emai 'y @~
v v
B row Name ProjectDescription | ¥ MatchiD DMV_Repot
1 A juiy18-1.2020, test W Mertorng Progr
R 0 MDOB- Rl .4 demo2 tn-per Applicant [}
e . Mentoring
H | 0 A july182020, test @ (@ | Mectorcg P'u)'g ]| Appiicant demo2
demc2
e DOB: 2/5/1858 Menkring

s

[ X5

X july18-8-2020, test @

DOB: %/A/1944

Mentonng Progr Aoplicant
- demod Inwbﬁ

Mentoring




4 Records Found

« 1 » %

i v 3] 2 i v v i v 2
itDate | Driving_CLR | DMV_Report | DL_CLR | Driv_Lic | ST_Driv_Lic | DL_DATE | INSURANCE | INS_COMPANY | INS_EXP_DATE | Questionnaire
| 3 B Empty Empty [ N/A | & Empty [ N/A | &

m O Empty | Empty m J Empty m @
[ NiA | | Empty Empty [ NiA | o Empty [ NiA | @

Selecting Activities and sending emails within volunteer process:

One great use for the volunteer processing is the ability to send mass emails to multiple
mentors at once. Below are the various parts of the selection process:
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Email Template

Send Email
—> -
Z e 2 A
Row Selection B [SRVUSD DrverLi v] "4 v
V -;‘;"~\ v [ Name - ProjectDescription
’. 0 D:l:?E: ;exftﬁfxe“- ) Coyote Creek Overnight Chaperons Driver
“ACtive" /‘ZZ. Bollinger Canyon Overnight Chaperone Driver
Activity Color
Selection .
4. ’ ‘ ( ntry Ciub Elementa vermight Chaperon:
x ) I E
“Inactive” Ly
Activity Color 1| “m i e L
Selection
_' r
o ‘ ’ r fiscle emight Chaperone Drives
Figure 33

Select the volunteers who need the email sent to them by matching their color boxes to
the one at the Row Selection at the top (click the one that says “row” will change the
whole row to that color, and you can unselect ones who don’t need it by changing their
box to a different color).

Once you have the volunteers selected, click the envelope with the UP arrow button.

Using Manual Search

You can also use Volunteer Processing to pull up a single person, usual the Manual
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Search

First, pick whatever settings you want displayed (driver’s license, status, notes, etc) If
the person whose name you select wouldn'’t fit into the set parameters, their name will
bring up nothing. Best Practice is to select all statuses and no projects) Then select the
tab under “Filters” that says “Manual Search”. You can search by last name, last
name/first name, email, or volunteerID

0 Columns

Personal Info Administrative Criminal Clearance Requirements Driving Clearance Requirements Additional Requirements

Check all "Personal Info" fields

& Name (Default) Email Full Address Home Phone Cell Phone
Y Filters
Project’s Status Tags Manual Search Training

Add volunteers to result list by searching for them manually (by Name, Other Names, Email, ID, or Company Name)
| x
Start searching to add users to list

Selections:

A dropdown menu will give a list of possibilities:

Y Filters

Project's Status Tags Manual Search Training

Add volunteers to result list by searching for them manually (by Name, Other Names, Email, ID, or Company Name)
fest Application05043 x

2 Test Application05 g o list

BAM

2 Test Application05

BAM

8 testapp092314

Select the person you want to view:
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Y Filters

Project's Status Tags Manual Search Training

Add volunteers to result list by searching for them manually (by Name, Other Names, Email, ID, or C
Test Application05043 | x
Start searching to add users to list.

Selections:

Cx

Then hit “PLAY” in the top right hand corner.

This is one way to process notifications: Set the columns so they look like this:

Then use manual search to search a name, here “Justin Case”, and this is how
Check all "Personal Info" fields

Pfﬁe’er Proces@lnng Wl" displayulitd_dress Home Phone Cell Phone Work Phone
B oz @ ke 7] 4 o

ED0OmED
I 5 > > 5 = = z > 5
B row Name ProjectDescription | ) MatchiD | SpecialProject | Fingerprint | FingerprintDate | Driving_CLR | DMV_Report [ DL_CLR | ¥ Driv_Lic | ST_Driv_Lic | ¥/ DL_DATE | INSURANCE | INS_COMPANY | INS_EXP_DATE | Questionnaire
1 (4] 2 Case, Justin ® @ | Mentoring Pro ALY | Reterrea demo2 [ NA [ A | NA | v A1234567 || | California | | 101372030 v AAA 10/13/2030
- DOB: 472011992 g 5
EDOmEE
Hex p#3366¢cc
oordf) |
B © | & demo2 v A1234567 | | [ California | 101372030 v ‘ AAA 10/13/2030
dng |
el | Pro 40)| Roterred demo2 [ A [ A | v A1234567 || | California | 101372030 v AAA 10/13/2030
< Poorff)| | Reterrea demo2 [ NA [ | NA v A1234567 | | | Caiffornia | 1011372030 v ‘ AAA 1011372030
sl ‘ b 'D\ Referred demo2 [ £ - v A1233567 | | | Cattornia | 10/13/2030 v AAA 101372030

When processed like this, boxes can be checked and fields filled in, and then saved
using the Color Blocks on the left, and the Big Green Save button. (The block will say
“refresh required”’- this can be done using the white refresh button next to the orange
+100 button
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B [ox 123 |@ [BaokEmai 4 @ n e
EDOREE
v v v v 4 v v v ‘ v v v
B ro Name Projectl Description < MatchiD | Special IProject F FingerprintDate | Driving_CLR | DMV_Report | DL_CLR | @ Driv_Lic | ST_Driv_Lic | ¥/ DL_DATE | INSURANCE | INS_COMPANY | INS_EXP_DATE | Questionnaire
‘WO A Case, Justin % 7 | Ventoring Prog D Referred dama2 A [ NA | A | v A1234567 || Caifornia || 1011372030 v Asa 10/13/2030 v
- DOB: 412011992 z b
EpOEEE
e
2l lemo: ‘ (A ] v A1234567 || Caiifornia || 10/13/2030 v AAA 101372030 !
1
sl ‘ demo2 ‘ [ A | ‘ v A1234567 | | Caifornia ‘ 1011312030 v ‘ AMA 011320 v
< e demoz | I [ [ WA | @ || A1234567 || caffonia || 10132030 v AAA 1011372030 v
sl ‘\“" ring F demo2 [ v A1234567 AMA 2030 v

Compose Email

After clicking the “send email” button you should now see the “Compose

Email” tab open. (See Figure 34)

A. Recipients

B. Notes

C. Next Follow-Up Date
D. Initials

E. Variables

F. BCC
G. Reply-to
H. Subject
Body

). Attachments

The email contains the following sections:
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VMS - Volunteer Process Email Client

Compose Email

Administrative Notes

[ EEIR-

Next Follow Up Date: | save blank If you do not wish pdar
.

Initials®

- i )

Al

Confirm and Send

Fig. 34

Recipients This will show all the recipients that you are sending your email to. If you
notice a recipient that shouldn’t be on the list then just click on the box next to their
name to uncheck it. Now that recipient will not be sent an email. This note will appear in

the volunteer’s “Internal Notes” in VMS. You can always add/change the note to provide

additional details.

Next Follow-Up Date This is the recommended date that the volunteer should be
followed up on. It is automatically updated to “10 days” after the date you sent the email.
You can always add/change the follow-up date for certain circumstances. Initials Your
initials will only be shown in the volunteer’s notes. This is specifically for keeping of
track of who sent what.

BCC (Blind Carbon Copy) This allows the sender to hide the person being BCC from
the sender. Click on the “BCC” button. This will cause an internal drop down box to
appear. (See Figure 35) To BCC the site coordinator then click on the check box next to
“[to Project’s Site Coordinators].” For any other recipients you would like to BCC then
enter in their email address in the “Others” box. When entering multiple email address
in the “Others Box” make sure to separate the emails with a comma. BCC Attachments
Check “Include Attachments” if you would like the BBC recipient to receive the
attachment.

Reply-to The automatic Reply-to email address is “help@beamentor.org”. All response
to your mass email or individual will go to BAM’s help email inbox. For username or
password please contact your administrator. Only change the reply-to for special
circumstances.

Subject: The subject is the abbreviation of the body of your email. You will find most
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templates already have a subject prefilled for you. You can always add/change the
subject to provide additional details. NOTE:50 characters is the max count for the
subject.

Body: Once again most templates have this prefilled but you can always add/change
the subject to provide additional details. Also, when creating a body template make use
of the email variables (See next section).

Email Variables When a variable is placed within a “VMS -Volunteer Process Email
Client” email, it will auto-fill in that space with the correlating information. Email variable
options include:

e {{Name}} = Volunteer’s Full Name

o {{Projects}} = Selected activity/activities or project(s)
e {{DriveEXP}}= Driver License Expiration Date

e {{InsuranceEXP}}= Insurance Expiration Date

e {{AgencyRecordID}}= Automated Transaction Identifier (ATI) Number
e {{TB_DATE}}= Tuberculosis Expiration Date

e {{DOJ_DATE}}= Department of Justice Fingerprint Result Date
e {{FBI_DATE}}= Federal Bureau of Investigation Fingerprint Result Date

Sending Email: Review all of your email sections. Once you have verified that
everything is correct then click on the “Confirm and Send” button. The email
confirmation page should now appear. (See Figure 37.3)

Emails Sending Result

1afi
- Testcase 1202 <1202@tescase co= - S2nt - Updated Notes Visw Sent Emall

Numbsr of emaks attempled; 1
Mumdsir of emails seinl:

Falled 1o send: 0

Fig. 37.3
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Now you will get a real time confirmation message. Make sure to wait till all of emails
have been sent before closing the window. You can click on “View Sent Email” to
review what was just sent. Also displayed is the number of emails attempted, sent and
failed to send. When an email failed to send, attempt to email that volunteer again. If it
fails for a second time then contact the volunteer via telephone to confirm/update their
email address.

Saving settings:

If you have a set of commonly used settings in Volunteer process (typical ones set
when clearing notifications for instance, involves having all statuses checked as well as
“‘internal notes”, “project code” and “status” under columns. This means you can see
previous notes for the volunteer, all their projects, and all their project statuses) then
you can save them and bring them up with a single click instead of having to redo many

of them.

Once you have your desired settings selected, finding the “settings” button in the right-
hand corner below the Play button, and click it to bring up a dropdown:

anteers Pro x a CoordinatorGu x I’ Set up and VM x -+
w 9 80

& Settings ~

% New
& Open
B Save

© 1585607698983
1

First select “new” this will open up a new spot to save the settings to

Then select “save”. Your settings will be saved with a long number string, so
make sure you know which ones are which. Note that saved settings are saved
to your local machine, not your login!
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Custom reports

We use custom reports to pull specific information together about our volunteers. We
have several reports that we can choose from. Each report will have different
information for you to select based on what you would like to see. The Custom Reports
button is found on the Coordinator Menu, right next to the Volunteer Process button.

Below are the steps on how to generate a report:

Step 1. Select the Custom Reports tab.

Custom Reports Application Custom Forms Sex Offender Students
Authorization Search Processing

Step 2. Select Volunteer Clearance Report from the drop-down menu. Under the Sites
tab select your site as demonstrated on the image below.

Reports

Select a Report

Expiration Dates Report
Site Volunteers Activities Report
Sites Report

Summary Report

Youth Academics Report
Volunteers Groups Report
| Application Breakdown

Step 3. The next step is to select the fields you wish to view on your report.
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Reports

Volunteer Clearance Report v

Projects Volunteer Types Sites

t Project Codes

Search: |

voldem - Harriet Tubman Middle School
[ voldem - Martin Luther King - Continuation

Under Display Fields (see below) you have the option to select Internal Notes to display
the Notes field that contains clearance related activities when the report is generated.
This will aid in the determination of which volunteers need to be closed.

Under Status (see below) you may select Matched to view matched volunteers you wish
to close.

You also have the option to select the Matched Date by specific dates. In the image
below we demonstrate a search for individuals matched within the last year (you may
leave the date fields blank if you wish to view all volunteers with a matched status).
Then scroll to the top upper right of the screen and select the blue Generate Report
button.

Display Fields:

[ select All Fields

Conditions:

— 0 icati
[ Ignore Inactive Projects @ anEEaticniDsse

) Matched Date

O volunteer 1D

Ignore ffno active actvies atsite @ | 10/17/2021 11/17/2021 10/17/2021 11/17/2021
) Email
— | : 0 @] -
O Full Address Status: Referred Date Next Follow-up Date
. O an From Date To Date From Date To Date
) Home Phone .
(] Applicant
O cell Phone ) . = —
) Available () closed Date ) Fingerprint Date
L) Work Phone L ClosediContact From Date To Date From Date To Date

O status

[ Next Follow-up Date
[ Application Date

[ Matched Date

[ Referred Date

[ closed Date

O project Code

O Fingerprint

[ closedibNe

[ broppediContact
) bropped/DNeC

[ brop-Referred
Matched
Referred

[ Reject

[ Reject-Referred

Reset Clearance Requirements

Fingerprint

FP Not Processed By BAM
Fingerprint Waiver
Criminal Check

DOJ

FBI

FBI Minimum Residency

SOs

To

vesO | NoO
YesC | Nno
vesO | NoO
vesO | N
YESC | NGC'
vesO | NoO
Yesc | NGO

Yes'/ | No\/
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Step 4. Once you generate your report it will look like the image below that
shows any activity having to do with the volunteer account under the Notes
section. The report system is set up so that a volunteer's name is listed
separately for each activity in their file.

i send Email | 4 Print/ Export

Search|

[J Row

Name

demo,

demo
L

Project Description

Harriet Tubman
Middle School Field
Trip and Event
Chaperone

Matched [ Cleared ]

Notes

11/6/2021 3:00:34 AM - Sent 30 Day Notice for Auto Insurance Expiration - SYSTEM 11/22/2019 - Sent Foster Youth Mentoring Opportunity - rg 5/26/2018 3:00::
TB Test Expiration - SYSTEM 4/26/2018 3:00:25 AM - Sent 30 Day Notice for TB Test Expiration - SYSTEM 9-7-2017 Sent referral letter to Reference 1: Incredit
Reference L. Incredible Hulk. 9/6/2017 - Sent Blank Email email - dr 9/6/2017 - Sent Blank Email email - dr 9/6/2017 - Sent Blank Email email - dr 7/14/2016 - S¢
East Bay - Rg 1-15-2016 Sent referral letter to Reference 2: Tony Stark. 1-15-2016 Sent referral letter to Reference 2: Tony Stark. 1-9-2016 Sent referral letter to
Sent referral letter to Reference 3: Thor Son_Of_Qdin. 1-8-2016 Sent referral letter to Reference 1: FRefl LRefl. 1-8-2016 Sent referral letter to Reference 3: Tt
referral letter to Reference 2: Tony Stark. 1-8-2016 Sent referral letter to Reference 3: ref3First333333 ref3Last. 1-8-2016 Sent referral letter to Reference 3: refd
letter to Reference 1: FRefl LRefl. 12/28/2015 - Sent Blank Email email - test 12/16/2015 - Automatically deactivated projects: due to Expired Driver License - £
Notification email - rg 9/13/2014 - Sent Blank Email email - ht 9/7/2014 - Sent Blank Email email - ht 12/14/2013 - Sent Dropped Letter email - ht 12/14/2013 - S¢
WCCUSD FBI Clearance Needed email - ht2 12/14/2013 - Sent QUSD Fingerprinting Needed email - ht 11/13/2013 - Sent training invitation for november 18th.

- ht 12/7/2012 - Sent Blank Email email - Ht 12/7/2012 - Sent Blank Email email - HT 12/7/2012 - Sent Blank Email email - HT 12/7/2012 - Sent Blank Email ema
Email email - 12/7/2012 - Sent Test Email email - ht 12/7/2012 - Sent Test Email email - ht 12/7/2012 - Sent Test Email email - ht2 Volunteer moved to project scl
schdem!MIDCLASSROOMAIDE - [System 10/23/2015] 1/4/2016 Sent the form BAM Reference 4_2015 Volunteer moved to project voldem!HAROVERNIGHTC}
Volunteer moved to project voldem!MARCLASSROOMAIDE [SYSTEM), init by Volunteer moved to project voldem!HARDAYFIELDTRIPD [SYSTEM], init by Volu
voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project vc
voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project v
voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project voldem!HARDAY FIELDTRIPD [SYSTEM], init by Volunteer moved to project vold
voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project voldem!MARCLASSROOMAIDE [SYSTEM,], init by Volunteer moved to project ve
voldem!HAROVERMNIGHTCHAP [SYSTEM], init by Volunteer moved to project voldem!MARCLASSROOMAIDE [SYSTEM], init by Volunteer moved to project ve
voldem!HAROVERNIGHTCHAP [SYSTEM), init by

Showing 1 to 1 of 1 entries

Once the report is generated, any expired information (DL, INS) will be shown in

red)
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i Send Email | #=Print/Export

Search:

Row Name Project Description gl(::zt; 's,f:fei::
1 Case, Justin Mentoring Program - Referred demo2
®» demo2 Virtual ]
Mentoring

2 Case, Justin | Mentoring Program - Referred demo2 |
L demo2 Virtual
Mentoring

3 Case, Justin Mentoring Program - Referred demo2
demo2 Virtual
Mentoring

4 Case, Justin Mentoring Program - Referred demo2
» demo?2 Virtual
Mentoring

Case, Justin Mentoring Program - Referred demo?2
demo?2 Virtual
Mentoring

6 Volunteer11, Mentoring Program - Matched demo2 1 null
SRVUSD demo2 Virtual |
» Mentoring

o

DriverLic: Expired
Insurance: Expired

7 Volunteer11, Mentoring Program - Matched demo2 null
SRVUSD demo2 Virtual
» Mentoring

If the options for a Custom Report seem familiar, it's because the options are very
similar to the one used within Volunteer Processing.

Volunteer Profile Page
Each volunteer has their own profile page. The steps to get to it are as follows:

Step 1: From the Coordinator menu search for the volunteer using the “Volunteer
Search” box.

Step 2: Once you have the correct volunteer/mentor, double click the name in the
search results to open the Profile Page.
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Dorothy

Logout

Admin Page Volunteer Name/Status
Harriet Tubman Middle School Field T

Select a Project:
Harriet Tubman Middle School Field T

——————— Volunteer Not Found -------

Matched Volunteers Youths
ADD ADD
demo, demo Field Trip and Event Chaperone| |- Youth Mot Found ------

Inactive Youths
Double click on a name to make your selection.

vVolunteer Search: Search Result: # of Records: 21
| demo | (sﬁ;«mj) Volunteer Name Project App Date
Look Up: demo demo Harriet Tubman Middle School Field  10/14/2021
Trip and Event Chaperone 3:58:47 PM
demo demo Mentor 82002021
MNext Follow-Up Dates: 4:32:40 PM
From To demo demo Harriet Tubman Middle School TI8/2016
00/00/0000 00/00/0000 Overnight Chaperone 1:05:12 PM
demo demo Harriet Tubman Middle Schoal Day 7/8/2016
Field Trip Driver 1:05:10 PM
demo demo Harriet Tubman Middle School TI8/2016

If you bring up a volunteer using Manual Search inside Volunteer Process, you can also
click the project to open the Profile Page

49




The profile page looks like this:
VMS™  User Management |

| Find anotheruser Q. ‘ Q | test5 4_28_1 2
& Profile & Projects \@/ Next Follow-up:| 10/14/2018 ‘

= Documents

£ Interview < Viewing: Mentoring Foster Youth | more projects ~ |

B Application &

£ Change Project Staluses # Manage (Add/ Replace Projecis) 3 Refresh Projects List

[21 Pre-accepted Application &

7 Referral Agreement &

Internal Notes: / Case Notes: Motes For

i Sex Offender Search G 4/9/2020 - Sent Dropped Letter email - rg |
P

# Home / Dashboard

There are currently no notifications for the volunteer.

A

M Personal Info I Clearance Requirements Status Assignments | Matches

Incomplete Requirements: [DOJClear), [FEICIear], [NoRets], [DMVReport], [DriverLic], [Proofing], [TBTest], [TrainingClear],
[Questionnaire]

Applicant Date:  Refer Date: Interview Date:  Match Date: Drop Date: Re-Entry Date: Reject Date:
[tom2015 | [eroizozo0 | | [ (il | | |

References:
No. of References Required:
1.3 Sl 2.0 chd Bl o 3.0 Sondeeiod

And has many different parts and features.

Most importantly, the Save button in the upper right-hand corner:

12 -

Save

uth More projects +
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The column on the left-hand side also contains important attributes:

<

& Profile & Projects N

& Documents

Viewing: N

Interview

B Application (&

i

Pre-accepted Application (2

r* Referral Agreement & R ———T—
- Internal Notes: |

# Sex Offender Search (4 4192020 -4

# Home / Dashboard

Profile and Projects is the default view for the Profile Page, it is what comes up when
you double click a name.

Documents: clicking on this will open up the Volunteer Documents page in a new tab in
your browser. Any documents uploaded by the volunteer, coordinator or Be A Mentor
will be show, and can be viewed or downloaded

You want to verify that the volunteer has uploaded the correct document(s)and then
“check-off” their requirements that it fulfilled. “Documents” is a way that a coordinator
can upload files too.

Applications/Pre-accepted Application:

Contains approved volunteer application and is maintained by an administrator.
Information on this page should be up-to-date

The information on this page is from the original application entered by the volunteer
before there were approved and maintained by an administrator. The information shown
on this page may be outdated

Referral Agreement: This form is need when a person is going to match a mentor with a
mentee. It's letting you know that the volunteer has passed screening but has not yet be
determined for volunteering. Checking “I Understand” means you have accepted the
responsibility for reviewing the case file provided electronically, to interviewing this

perspective volunteer, and deciding whether or not to match this person with a youth.
An explanation of statuses:
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The color block under the Save button is a volunteer’s status. Everyone enters the
system as an orange Applicant.

Definitions of Statuses:
1."Applicant"-Requirements have not been fulfilled.
2."Available"-

*School Volunteer: Previously matched volunteer who has moved to a different
school

*Mentor Volunteer: Previously matched mentor who’'s match has been closed as is
available for another one.

3. "Closed/Contact"-Volunteer has met all requirements and finished a match. Also,
they are no longer volunteering for that activity, school, or project. Match has been
closed.

4. "Closed/DNC"-Volunteer has met all requirements and finished a match. They no
longer want to volunteer for that activity, school, or project. The volunteer does NOT
wish to be contacted again. Match has been closed.

5. "Dropped/Contact” - Volunteer has not met requirements and is unresponsive.

6. "Dropped/DNC"- Volunteer has not met requirements and does not want to be
contacted, has moved, and/or is a duplicate account/activity.

7. "Drop-Referred"-Do not use this status unless given instruction from the Director.

8. "Matched" -Volunteer has met all activity/project requirements on that date and has
been matched to a group or individual.
9. "Referred"

*School Volunteer: has met all activity/project requirements on that date.

*Mentor Volunteer: volunteer has met requirements and ready to be matched
with a youth. (Waiting for action from a coordinator)

10. "Reject"- Volunteer does NOT meet project or activity standards, or has failed the
background clearance. Cannot be allowed to volunteer for any project/activity until the
status is corrected by an executive admin or director

11."Reject-Referred"-Cannot volunteer at any of BAM projects/Activities since they do
not meet BAM standards. However, volunteer is referred at the customer's request
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Assignments/Matches
On a volunteer’s Profile Page you can also view matches
First, click the “assignments/matches” tab

Ty Follow-Up Date:
2 demo demo

- —
A M =
—
bedl Harriet Tubman Middle School Overnight Chaperone  ~ Applicant

Internal Notes: | Case Notes: Notes For Volunteer:
11/6/2021 3:00:34 AM - Sent 30 Day Notice for Auto Insurance | | Add
Expiration - SYSTEM <

11/22/2019 - Sent Foster Youth Mentoring Opportunity - rg
5/26/2018 3:00:24 AM - Sent Final Notice for TB Test Expiration -
SYSTEM

One or more project(s) have been automatically dea [...]

5/16/2018 3:00:25 AM - Sent 10 Day Notice for TB Test Expiration - (I 2 LA U0 e Lmioie Ly e Ty e L kd
SYSTEM test
4/26/2018 3:00:25 AM - Sent 30 Day Notice for TB Test Expiration -

TEST

L Personal Info I Clearance Requirements Status [Read Only] I Assignments | Matches [Read Only] _
Individual Match Group Match

Mo records

Matching a Volunteer or Mentor There are two ways to Match a volunteer/mentor, to
a group or to a specific youth (youth most likely for mentoring programs). It can be done
through the Volunteer Profile Page or through Volunteers Process.

For a mentor to be “Matched”, they need to have completed all requirements and their
status changed to Referred. You can match a volunteer to a group project, a mentor
with an individual youth from the same project or match a mentor with a youth from a
different project.

Match a Volunteer to a Group This can be done through the Profile Page. From the
follow up screen, select the Assignments/Matches tab and click “Group Match”:

[ Personal Info . Clearance Requirements Status i Assignments / Matches _
Individual Match Group Match

No records

On this next screen, you want to select the Group, enter the date and click
“Submit”.
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Volunteer:
Selected Project. Be A Mentor

Please enter the following required information:

“m: SCHDEMDBEAS 10-564-555 |
|Coordinator ID: Admin _1
[Volunteer ID: DEMODEMO |

Click

“Submit”
b Submit | | Clear | << Back <<

The following message indicates a successful submission.

Submission Confirmed

The following information has been updated:

[Coordinator ID: puirnin
Volunteer ID: DEMODEMO
I\lolunteer Name:

Group Name basketball
Match Date: |osmara014

Back to Coordinator Menu

You can verify the match by going back to the Volunteer Profile page and looking at the
Assignments/Matches tab.

Match a Mentor with an Individual Youth

Similar to matching a volunteer with a group, you want to go to the Mentor’s follow up
screen and select the Assignments/Matches tab. Click on the “Individual Match” button.

- 7 < : :
[ Personal Info y Clearance Requirements Status i Assignments / Matches _
individual Match |  Group Match [l End Individu - |

No records
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On the following screen, you select the youth, enter the date and click “Submit”:

Volunteer:
Selected Project Be A Mentor

Please enter the following required information:

D: SCHDEMDBEAS10-564-555

Coordinator ID: Admin

\Volunteer ID: IANTHONYGEORGIA l

Youth Name *: Mary Ono ] -l

Match Start Date’: I[OSJU?/QDM (mmiddAyyy. ie 12/31/1399)

Click “Submit”
*ubmit | | Clear | | << Back << |

Back to Coordinator Menu

You will receive the same Submission confirmation message

Submission Confirmed

The following information has been updated:

Coordinator ID: {Bdmin

Yolunteer ID: JANTHONYGEORGIA
Volunteer Name: f

|Youth Name [Mary Ono

[Match Date: (0570212014

Back to Coordinator Menu

Verify the match by going back to the mentor’s Profile page.

Group and individual matches can be closed much the same, using the close buttons:

[ Personal Info 1 Clearance Requirements Status l Assignments / Matches _
Individual Match Group Match I

No records

When closing a match, you click the name, and then enter the date and the reason for

the closure, and back on the Profile page, an End date will be shown next to the
individual or group.
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Personal Info Clearance Requirements Status Assignments / Matches _
Individual Match Group Match |l End Individual Match

Assignments / Matches History

| Match Date | Group / Type | Student Name(s) l End Date |

‘Margo Smith ‘

1101912020 i1 Bf| | 101912020 |

Volunteer Activities/More Projects:

Viewing: Mentoring Foster Youth More projects +

[[] Show Inactive Projects | [| Show Project's ID

Collapse a

dnaoe tAdd / Renlace Prolects Refresh Prpieata |isl

The “more projects” button will open a dropdown menu of all of a volunteer’s activities (if
they have more than one). Any changes you make need to be done to all projects

You can look in two places to see incomplete (red outline) and/or completed
requirements (green outline): the top arrow show all Incomplete Requirements. The
bottom two arrows show the actual fields and whether something is complete or not. To

show a requirement as complete, check the box and enter the date if needed. Then
click “Save”.

56



Peter Pan

Martin Luther King - Continuation General School Volulnteer ~

Follow-Up Date: ’ 3/9/2014

Always Save!

Internal Notes: / Comments:

22772014 - Sent Blank Emall emall - LF
1/27/2014 - Sent T8 only need=d email - CD
3/11/2013 - Sen1Blank Email email -
3/11/2013 - Sent picnic invite - CD

Naotes For Volunteer:

There are currently no notifications for the volunteer.

l Personal Info

Clearance Requirements Status

l Incomplete Requirements: [Questionnalre], [SOS] !
pplicant Date: efer Date: rview Date: atch Date:

Drop Date: Re-Entry Date: Reject Date: =
[4:m12015 | 172014 ]| | [1772014 | [
References:
No. of References Required: 0
1.8 2.0 3.0
Name |FistName |[LastName | pame [FirstName |[LasiName | yame [FirstName |[LastName
Email: =7Al Email: | EMai | emaie  [Email
Phones Phone Gecaa: [Pnone Bhones Phone
Address: fdress Address: |Addsess | Address: [Acdress
City: [ciy . city: (City | ciny: |city .
State: |state | State: [Stale | state: |state
Zip: |zie | Zip: Zp | zip: |z
g:fbg{ehf' Lic. # and select State/P v | | 1111900 |
Inouwanasa Fraovinanv and 1 r
Insurance Company and
Exp. Date: | [1r71300
(DOJ Clearance & Date: v I3IUQO13 ‘ & Criminal Clearance Reports (CCR) | \
FBI Clearance & Date: (5] ¥ FBI Minimum Residency
2 (2272013 Expire: (2272013 | NotProcessed By BAM '
Fingerprinted & Date: O walved
Waiver Notes:
: L 4 o
\ TB Tested & Date: ¥ [1172008 Explre: |12/31/2011 J
Training & Date: |
Driver Clearance: (5] G Driver Reports (e.g. DMV)
[ Non-Driver DL Clearance | | Insurance ] () Volunteer Questionnaire [ Sex Offender Search

Applicant




Internal Notes/Case Notes

Internal Notes: / Case Nofes: _ |Notes For Volunteer:

4/9/2020 - Sent Dropped Letter email - rg

Add

There are currently no notifications for the volunteer.

4

| Personal Info || Clearance Requirements Status v Assignments / Matches l

Internal notes is where we record information about contact with a volunteer’s file.
Notes are added (with date and initials) every time a requirement is updated or an email
is sent. Once a note is added, ALWAYS SAVE in the upper righthand corner. When
sending emails, Internal Notes will be automatically updated for each volunteer on the
distribution with the date and text in the Email Notes field.

The format should be Date/Text/Initials.

Case Notes are typically used for updates after volunteers have completed their
clearances, such as documenting check-ins and updates for mentors.

References:

References:

No. of References Required: 2

1. 2. 3.

Name First Nam||Last Nam¢ Name First Nami||Last Nami{ Name First Nami |Last Nam
Email: |Email Email: Emall Email: |[Email

Phone: Phone Phone: Phone Phone: Phone
Address: |Address Address: |Address Address: |Address

City: City City: City City: City

State: State State: State State: State

Zip: Zip Zip: Zip Zip: Zip

When a volunteer logs in and updates their reference information, it is populated into
these fields. Once a name and email are entered, a reference letter can be sent by
clicking the yellow/orange Send Ref Lett. Button. Once sent, the button will turn green, a
note will be added to Internal Notes. Letters can be resent if information is changed or no
response is received by clicking the same button (a new note will be added)
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Once a response to a reference is received (will show in Notifications and will be
viewable from Documents), the name of the reference who responded can be checked
off in the check box next to Send Ref Lett.

References:

No. of References Required: |2
_

s i 2 3.

Name First Nam||Last Nam¢ Name First Nami||Last Nam( Name First Nam( [Last Nam
Email: |[Email Email: Email Email: |[Email

Phone: none Phone: hone Phone: Phone
Address: Address Address: Address Address: |Address

City: City City: City: City

State: State State: State: State

Zip: Zip Zip: Zip Zip: Zip

ALWAYS SAVE

Personal Information

The Profile Page opens default to the tab “Clearance Requirements Status”, but there is
another one that can be reached: the Personal Information tab:

4
[ Personal Info Clearance Requirements Status ’ Assignments / Matches
First, Mid, Last Name: tests 4 28 12

Other Names

élnhday (MM/DD/YYYY):
éex

Marital Status
Spouse/Partner Name:

Company:

10/10/2000

jsidfj

On—cemyou click this, you can view and update Name, DOB, address, phone number and
other information the volunteer entered. While on the Profile page, this is the best way to
view the volunteer’'s email address.
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Clearance Requirements

The meat of the volunteer’s Profile Page is the status of their clearance requirements

=

Email: [bubba@mail.net | Email: :betty@mail.ngt | Email: jsyvreetfaith4r5”@hqtmrail.cé}

Phone: |Phone | Phone: |Phone | Phone: |Phone
Address: jAddress | Address: ;Address _ Address: ;Address

City: [city | city: [city | city: ity
State: |State | state: [state State: [State
Zip: |Zip | Zip: |Zip » Zip: Zip

State, Driv. Lic. # and

Exp. Date: | california v ||a1234567 | [10/13/2030
g‘::'g’;f:: Companyand IAAA | [10/13/2030
DOJ Check & Date: @ [03/23/2017 @ DOJ Clearance Reports
FBI Clearance & Date: ]mm/ddlyyyy FBI Minimum Residency [N/A]
lmmlddlyyyy -/ Not Processed By BAM

Fingerprinted & Date: = Walved

Waiver Notes: |

L A

TB Tested & Date: = ‘fnmldd/my Expire: | mmA/ddlimyi
Sex Offender Search & Date: ]mmlddlyyyy
Criminal Check & Date: [mmlddlyyyy
Training & Date: 4 '710/01 /2020
ID Check & Date: |mm/dd/yyyy
Driver Clearance: o imm/dd/yyyy & Driver Reports (e.g. DMV)

_| Non-Driver ¥/ DL Clearance ¥ Insurance ¥/ Volunteer Questionnaire Volunteer Picture Payment

) Virtual Setup

Requirements shown in black/gray are not required for the currently selected project (they
may be for others, always select other projects using the “MORE PROJECTS” dropdown
to be sure).

Clicking the button that says “Criminal Clearance Reports (CCR)”, DOJ Clearance
Reports or Driver Reports will open the following menu for reports received:
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test5 4_28 12's Criminal Clearance Reports (CCR)

History records of volunteer's background criminal check.

Each record includes: Agency [clearance report issuer(e.g. DOJ)], Record ID [issued by agency e.g. AT| number from DOJ report], Result
(Accepted, Declined, or Unresolved) Report Date [Date Report Received], Stop Date [When the report is no longer valid], Notes

Agency Record

Agency Name D

Result Report Date Stop Date

[Select v [mmlddlyyyy | Immldd/yyyy |

Here the name of the agency the report was received from, the ATI or other agency
record number, the result (approved/declined/unresolved/STOP)

If a STOP is recorded, then our system is no longer receiving updates from the DOJ on
the individual, and if they are reapplying for another organization, will need to be re-
fingerprinted or obtain a new background check.

DOJ Clearance report is used for projects which use fingerprint based background
checks (which have two levels of clearance and three options on the profile page).
Projects which use non-fingerprint based background checks will use Criminal
Clearance report (one option).

]mm/ddlywy | Not Processed By BAM
Fingerprinted & Date: Waived

Waiver Notes:

The Fingerprinted & Date box is used for the date that the fingerprints were submitted,
and can be useful for setting a time table on when they were received. The Criminal
Clearance & Date and FBI Clearance & Date are for when the completed reports are
received.

If a fingerprint is waived (say for an individual already fingerprinted with the organization
they are applying with and they are already receiving Subarrests on them and have
chosen to take upon the liability), the box saying “waived” is checked and a note left in
the following box. This will also cause the criminal clearance and FBI clearance boxes
to turn green.

The Training & Date information is manually updated by the coordinator after a
volunteer completes the training required for a specific project. The box is checked and
the date that training was completed is validated in the date field. (When a volunteer
initially registers for training, the date field will be populated but not the check box.)
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The Driver’s license box has a drop down for state, a blank box for license number and
a date box for expiration date.

State, Driv. Lic. # and

Exp. Date: | Select State/Pro v 01/01/1900

Insurance Company and

Exp. Date: 01/01/1900

The Insurance box has a box for carrier name and a date box for expiration date.

HOWEVER

O Non-Driver O DL Clearance O Insurance O Volunteer Questionnaire | Volunteer Picture ' Payment
- Virtual Setup

There are check boxes at the bottom of the page for both DL Clearance and Insurance.
If the above are filled out and the insurance or DL still shows as unmet, always check
the bottom boxes!

(the “non- driver” box is checked if a Non-driver form is uploaded indicating that the
individual will not drive or transport mentees in their vehicles, checking this box will cover
both the DL and Insurance requirements).

Custom Forms

You can access Custom Forms from the Coordinator Menu, the button is along the
bottom row as seen in Figure 53.1. Custom Forms are a great tool to collect data on
volunteers/mentors. They can be used as questionnaires for your volunteers/mentors,
sign-up sheets and surveys for schools to retrieve updated information. It allows you to
create fillable forms/surveys much like Google Forms or SurveyMonkey.

Volunteers Custom Reports XML Applications
| Process

Reports:

Email: Forms:
« All Participants « Misc. Forms

Creating A Template

Click on “Custom Forms” to access the page and click “New” Next to “Template Forms).
TIP: Organize Forms by creating Folders (If you pick “New” while in “All Folders” it will be
placed under Uncategorized).
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Available Forms:

Folders:

All Folders vl

Template Forms:

Click to select. Double-click to open and edit a form.

Folder: Uncategorized
Additional VMS Information

Lifeplan Summary May 2018
Mentor Questionnaire
New Form 1/14/2018

New Form 10/4/2016
Maw Enrm 4412202044

Form Editor:

Published forms cannot be altered, but they can be redistributed. Once you complete

and publish a form, there is a template version saved so that you can alter or update
forms using your previous templates, and then publish them as a new form.

Form’s Questions

The “Form’s Questions” tab shows the placement order on the page for each field, and
where the questions will be inserted. Enter in the information on the “Form’s Questions”
tab.
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#Edit [

) CEm CTmy

Form Editor:

B Form's Info

Form Folder: Uncategorized

Volunteer Login Reference Login Attach to Sites

.FOHTI Name: * New Form 10/8/2020

Form Header:
Form Sub-Header:

Notes / Instructions:

Form's Question ltems Will Appear At This Position

= Form's Questions

Last Updated: 10/8/2020 3:59:13 PM

If the form should be uploaded to a volunteer’s dashboard, make sure to check

“volunteer login” here.

Give new forms a distinctive name

Create a header, sub-header and instructions for each form here:

When you want to add questions, select the “Form’s Questions” tab:

B Form's Info

Initially this page is blank, as you can see from the dropdown menu in the image below,
there are a few choices of the types of questions you can ask. Below are examples of

each.

oo () CRED D

Form Editor:

B Form's Info

-~ Select a form item —

-

Select a form item i

Text: You would ask a question that warrants a longer response. More like open-ended
questions like, “Why are you interested in volunteering?” You have the option to

“‘Delete” or “Save” for every question type.
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B Form's Info = Form's Questions

+Add: | Select a form item ——

“w

X Delete item (B Save Item

Question / Text: & Other settings:
[Type y Jue I ti ( Question's Label: ©
<< No Label Applied >>
Answer: + Create

Text Answer ) Allow Optional Comment

Best Practice: Open-ended questions can be very helpful, but when you want to gather
information and see a variation in answers, it is easier to track data using the other
guestion options which can compare which answers have been chosen.

Numeric: You set a number range for your recipient pertaining to your question.

Question | Text: o Other ssttings:
Type your quastion ! instruction hare Question's Label: £
y. %< No Label Appled == ¥
Minimum: Maximum: + Create

O Allow Optional Comment

Answer:

MNumeric Answer

Multiple Choice: These are geared for one answer questions. Click “Click Add Option”
To add more choices. “Other” is another option that presents a box for recipients to
write in an answer.

% Delete ltem Save Item
Question / Text: % Other settings:
’ Type your question / instruction here Question's Label: @
2 <= No Label Applied >> ¥
| [ Add Option "Other" +Create

O Allow Optional Comment

= [« ][]
= [=]=]
(] =
=l [ =] +]

Checkbox: Checkboxes allows recipients to pick multiple options at once
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XDelete ltem|  |[ElSave ltem

Question / Text: 2 Other settings:

Type your question / instruction here ‘ Question's Label: @

i ’ << No Label Applied >> v 2

Answer: .‘ @ n \ Add Option "Other" + Create

O Allow Optional Comment

Gl e[+
[=] [#] =]
= [=]+]
o] | = | |

Drop Down Menu Question: You can also create a drop down menu. When the form is
published the question will appear as a drop down menu.

NOTE: There are x’s next to each option if you would like to remove that answer choice.

XDelete Item Bisave ltem

Question / Text: 2 Other settings:

Question's Label: @

Type your question / instruction here

|

<< No Label Applied >> v ‘

Answer: | i Add Option "Other” + Create
s tion

[ Allow Optional Comment

!D‘ x| % |
’i x| & |
(@] Sl
=] )

Preview: Once you have completed the fields in both Form’s Info and Form’s
Questions, you can Preview the form by clicking Preview.If you need to make any
changes after viewing the preview, make sure to save them. You are able to change the
order of any questions by clicking and dragging the question somewhere else. You will
see the other questions move down a little where your question will be inserted. You
may need to refresh the page to make sure that your changes saved and are visible on
the form

Publish: If the Preview looks good, you click “Publish”. Once the Form is published,
you are now able to distribute it or upload it using the link provided. This is the URL you
will copy and paste into the Documents and Files section of the Admin page to allow it
to be filled out for a clearance requirement.
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Your form has been successfully published as [TET GO EAREIE PP,

The link fo your form is below. You can copy & paste this link into your favorite email program and send it to your recipients or you can
use our Form Distribution module by clicking the button below. The module will allow you select volunteers from your projects and sites
or enter your own recipients emails.

FonmEink A Distribute Form
hitps://'www.beamentor.org/CustomForms/?PFormID=284

You can copy the link by right -clicking Copy Link Address and upload it to use

as a Project Requirement. You can click “Distribute Form” which will take you to

the next screen.

Published Forms: Once you have published a form, you can “Delete” or “Disable” the
form so that it cannot be used. Be sure to read the options carefully so that you do not
lose any information or data that you would like to keep!

Tag Manager: The tag manager is a great way to keep track of several different groups
of volunteers. You can get to the “Tag Manager” from the Coordinator Menu as shown
below as well as through student processing. Click on the “Tag Manager” button.

Volunteers Custom Reports Custom Forms XML Applications Students
Process Processing

Reports: Email: Forms:

t . I

¥ 1at Repon ST o A
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24 Tag Module | VMS

¥ Tag Manager

& Custom Reports W Tag Manager

View, add, delete and dit all tags you have created:
¥ Sludent Processing

# Back To Main N
@ Future Declaration
Created: 11/10/2015 12:0£:47 PM

Description:

Volunteers who's insurance is has a future starl date. Please
remove the tag when they have reached the start date.

’ | & Be Alentor Admin v

o < &

Creating a New Tag

To add a tag click on the red circle button with the plus sign

W Tag Manager

View, add, delete and edit all tags you have created:

Tag Name: cancel
New Tag 11/23/2015 14:44:55
Now enter in the tag’s name and description
Tag Name: cancel =

Test Case Volunteers

Description:

Test Case volunteers - are not actual volunieers and are
only used for testing or training purposes.

After entering in the information click on the yellow hard disk button on the right-hand

side of the tag entry.

68




cancel

After a tag is made you can either delete, share, add to calendar (Coming soon!), and/
or edit the Tag.

Add to Calendar
(Coming Soon!) Edit

——
b < B ¢

Number of Volunteers with Tag: The number of volunteers with this tag will be shown in
the blue circle underneath the Edit button.

Delete Share

Click on the blue circle button and it will bring up the Tag’s Manifest window as shown
below. Here you can see both Volunteers and/or Children that have a specific tag.
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wn in the

Number of Volunteers
with Tag
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Volunteer Dashboard:

The link for volunteers/mentors to login is: https://beamentor.org/login/ , the same
as is used for coordinators.

VMS Account

Management System

by Be A Mentor, Inc.

Log-In ID:
I

Password:

Can't Log In?

Continue Saved Application Contact Us

For volunteers/mentors their log-in ID is the email address they put on their
application. Their password is either the password they created on their
application, or a default password that they will be prompted to change when they
first login.

If a volunteer cannot remember their password, they can click “can’t login?”” and
enter their email for a password recovery email to be sent to them.
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https://beamentor.org/login/
https://beamentor.org/login/

Once a volunteer/mentor logs in, they will be on their Volunteer Dashboard:

e \ My Requirements = Ciuaranse Stalus & Insructons

PLEASE NOTE.
o The regeiterzen? slatun well serrein neorgiote wild cur stefl deve verifiod ol vabemilled Hes ard uzdade yosr prefic.
« Zomz reguromenis do nel reguire ey suteriaalorm os ecions cn your pert
- Regurements may carlaln rmzee thas cos 3¢t of mbiuctons if you havs azplicd dor peajocta'nctivitea sl maro than o020 3% o roguire reee Lhas ez decunsol.
- I peu 3re eapectad 1o complete requirements that 3ra net xtoan befow, yzur projcctuzctheties muy have boen deactlealed dus % nasthvite Mease rordgats o “Uy Actividea”
xection ard reacivalo the prcjectatacivitox, Z1en coma back tothe "Ny Roquiremasla® pape 1o compiets thaae regqubenenix.

3 Snama viow ba

B Wi hooras Lethad Doeceta a : . >
wecenasa © L Déctomi A0 052 00 OF Uy TN Leli 00 ot
o Worrrion s reqgioad:

o Uptuad Drarert

o for 3 rogqusa el
A hte Doankad NsINKLens;
& Vielsara Letiy Wrekaere a0 thonic s feewiariserng
Soch Rer1 bokow s NArucions 130 Gurmpioting sTur Sac 0 nd daar e,
Forcompleind dotuments 2uch 25 your TB Soreen g Pason wou conrein tous by

LEro T UplaaT DU 3 S YT SO ST LN {33365 TZET or ra | (EOD N
Cremy, Tuars, CARIT W 18

TN DrvarRazact (e.g. DY) a
T Duiver Liceeaw Q
Guestiznai'e and Forme a

They are automatically taken to the “My Requirements” tab, where a list of the

clearance requirements can be found. Items in green have been met, items in
are still unmet.

Once documents are uploaded, the must be verified, either by Be a Mentor admin or
by the project coordinators/admin (depending on whether or not the clearances are

being managed by BAM). This typically takes 1-2 days and if there are issues the
volunteer/mentor will be contacted via email.
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Dashboard links:

On the left side of the volunteer dashboard is a series of links:

My Requireme

PLEASE NOTE:
« The requirement sta
« Some requirements
« Requirements may (
« If you are expected '
section and re-activ

= My Requirements

Crimin

Refere|

Driver

Pranf e



Dashboard

¥t Announcements ® FAQ More ©

Thank you for volunteering. This is your account's Dashboard where you can find instructions, alerts, and statistics regarding © How can | upload my required documents?

your account. * Click on "My Dashboard" tab on the left side of the

screen. Click on the requirements name.

© How do | update my child's information?
* Click on "My Children" tab on the left side of the

Click For All Notifications Click For All Requirements Click For All Projects/Activities
88 _— ass
] 0 aee 1
——= aee
New Notifications! Incomplete / Pending ltems Active Projects / Activities
A Most Recent Notifications = All requirements are completed! You can start volunteering
for any projects/activities in your account. © Most Recent Changes

+ Mentoring Program - demo2 Virtual Mentoring:
Project status is changed to "Active”

32 minutes ago.

222 Mentorina Proaram - demo?2 Virtual Mentorina:

The dashboard displays an overview page with the option to click for all
requirements (this will return to the default My Requirements page)

My Activities

Instructions Here @

Show Inactive Schools [

Mentoring Program - demo2 [Ttanster schiools |

Virtual Mentoring Info |

[_Pending - ‘ :Requirements
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Displays current projects and any inactive schools if applicable. The blue “transfer
schools” button can be used to select another school. This is also where applicants
can change their status (using the button in the above which says “pending” and can
be changed to Inactive.

My Requirements

This is the default screen that opens when a volunteer logs in, and contains all their
clearance requirements, as well as the buttons for uploading documents and signing
up for training.

My Children

e L
My Children

Notes:
« Edit info, transfer schools, or remove from school.
« For those who have projects/activites in multiple districts: all children will be displayed below, regardless of district.

@8 Mentoring Program - demo2 °

® Previously Removed Children

(School volunteers only) This is the tab where volunteers can enter and change
information about their children. To Add a new child click on the red plus button on the
right. Complete information and click "save"

My Files

My Files e

Notes:
« The requirement status will remain incomplete until our staff have verified/processed all submitted files.
« For those who have projects/activites in multiple districts: all files will be displayed below, regardless of district.

B Documents with Imported Data

Allows viewing of any documents uploaded by the mentor such as insurance
documents, driver's license, etc
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Log Hours & Activity

This feature allows a volunteer to record hours and activities for projects that require

on-going Activity Log updates such as mentoring programs.

Select a Type of Match:

Check the "Individual" or "Group" radio button on the left of the type of match.

Type of Match

o Individual

Group

Click "Next" to go to next page

>> Next >> ‘ Close Window 7

After selecting the individual or group to be updated, the VVolunteer Activity Information

screen is displayed that labels fields that are required. option buttons under the table include

Submit to save the information or Reset to clear any entered information.
Volunteer Activity Information:

* Required field

You can only submit ONE activity report for a youth or a group of youths per
activity date. If you submit an activity report for a date that exists in our

system, it will over write the previous one.

Volunteer Name™*:

Charlie Miller

Youth Name*:

Mary Jones

Activity Date™:

Enter only boxes that are
appropriate

Time Spent Meeting In Person:

(enter time in minutes)

Time Spent on Phone Call:

(enter time in minutes)

Time Spent on Email:

(enter time in minutes)

Time Spent on Driving:

(enter time in minutes)

Time Spent on Research:

(enter time in minutes)

Comments™*:
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Reports

B Reports ~

Hours & Activity Reports

This selection will display all Activity Log entries with the most recent listed first.
Fields such as Youth/Group Name, Time categories and Comments are shown.

Click on Youth Name if you wish to change or delete an erroneous activity.

Youth In  Phone Email Driving Research
Comment
Name |Person

08/29/20 |Mary Discussed
Jones 120 15 0 30 15

homework issues

02/15/20
Mary 90 5 0 30 0 Met for lunch.
Jones

Youth Academics Report

This option will show academic performance for those programs that have an agreement to
obtain the information in categories such as GPA, Absences and Disciplinary Actions.

Student Months S Record GPA Absences Discp.
Name Mentored rojec Date Actions
Joe Smith 38 Be A 10/6/2017 2.33 2 0
Mentor
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Months
Mentored

Student
Name

Record GP Abcense
Date A S

Discp.

Project Actions

Be A
Mentor

1/19/2018 0 8 0

Be A 3/2/2018 25 10 0

Mentor

Contact/Support

SUppOf't - Projects Coordinators and Background Clearance Support

demo3 Teacher
Projects & Sites:

+ Mentoring Program - demo2
Email: demo3@beamentor.org
Phone : (555) 555-5555

Mentor Coordinator
Projects & Sites:

+ 4. Sponsorship and Admin
« 1. Boulder Creek
+ Coaching Program - Demo2
+ Employee
+ Mentoring Program - demo2
+ 2.Pace Academy

3. Turtle Bay

Demo5
Projects & Sites:

Demo4
Projects & Sites:

« Mentoring Program - demo2 « Mentoring Program - demo2
Email: goetsch@beamentor.org

Phone : (555) 555-5555

Email: goetsch@beamentor.org

Phone : (555) 555-5555

Send Email

This tab will show the point of contact for any program the mentor has applied with,
and email/phone numbers to reach them.
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Feedback
]

Give Us Your Feedback How can we do better?

Subject

Message

Allows submission of a message of feedback to the site.

Volunteer Profile:

A volunteer may update their personal information in their profile by going to the upper
right hand side of their dashboard and clicking the blue circle, then selecting “Profile”:

Dashboard statistics Overview

'« Announcements © FAQ More ©
Thank you for volunteering. This is your account’s Dashboard where y

ou can find instructions, alerts, and statistics regarding © How can | upload my required documents?

* Click on "My Dashboard” tab on the left side of tt

Dashboard statistics Overview
& Virtual Mentor Profile

ormo
® Log Out
Thank you for volunteering. T

his is your account's Dashboard where you can find instructions, alerts, and statistics regarding  Houiroan 1 Dolosd 1 fesied SooDments?
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The profile screen looks like this:

Volunteer's Information:
(* required)

NOTE: Please enter NAME (First, Middle, Last) and BIRTHDATE fields so that they match your DRIVER'S LICENSE info

First Name *: |Justin - | MUST match your DRIVER'S LICENSE
Middle Name: Enter your middle name MUST match your DRIVER'S LICENSE
Last Name *: Case MUST match your DRIVER'S LICENSE

Email *: jbase@mail.net
Password *:
Birthdate *: |04/20/1992 MUST match your DRIVER'S LICENSE
Home Phone: [123-456-7890 | (000-000-0000)
Cell Phone: | (000-000-0000)

Home:,
Adiress: 123 1st Street

_Hayward , |Califorr| 94540
Marital Status: |Single
Salutation:

Company: |
Title: |
Work Phone: (987-654-3210 Ext.
Fax:| | (000-000-0000)
Supervisor: '
Hours
Time to Contactwhenevuh
Work Address: |

Profile Image | Select Image |

They should be sure to click “Save”.

Virtual Mentor Profile:

If a volunteer is signed up for an activity that uses Virtual Mentoring, then as part of
their clearance, they must first fill out their Virtual Mentor Profile:

s : @

& Profile

Dashboard statistics Overview
& Virtual Mentor Profile

® Log Out

Thank you for volunteering. This is your account’s Dashhoard where you can find instructions, alerts, and statistics regarding © How can | upload mv reauired documents?




Profile below:

Zoom Meeting Settings
Meeting URL: ;https://zoom.us/j/6313558611?pwd=U05vMXRy"

Preferred method of communication for Notifications

& Text

Re-enter:

¥ Email: ldreymers@beamentor.org
Re-enter: \dreymers@beamentor.org
Skills
*(must select a few)

- English
The Alphabet (The ABC's)

¥/ Beginner Reading (Putting words together)
! Spelling (Spelling and learning new words)
¥/ Vocabulary (Sentence structure)

Literacy (Core literacy)
|/ Composition (Basic writing skills)

| Math
| Counting (The numbers and how they work)
¥/ Operations (Add, subtract, multiply, divide)
Math Basics (Core math and problem solving)
| Fractions (Beyond integers)
Algebra (Algebraic equations)
|| Geometry (The shape of math and the math of shapes)

| Science
Biology (The science of living organisms)
o ; d

iatems (ANlb o} e £\

Virtual Mentor Profile Setup
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Misc
History (World and U.S. History)
Social Studies (The social sciences)
Psychology (Psych 101)
Other (Other topic not listed)

Enter any additional skills not listed above (separate with a comma):

Gum Chewing, String Theory

Grades
K - Kindergarten 1 - First
2 - Second 3 - Third
4 - Fourth 5 - Fifth
6 - Sixth 7 - Seventh
8 - Eighth 9 - Ninth
10 - Tenth 11 - Eleventh
12 - Twelfth 12+

Say a little about yourself:
My blurb about me.

| <<Back << || Update |

The first section is for the MENTORS zoom meeting URL (further instructions on this
can be found in the PDF under “Virtual Setup”. Below that are the checkbox options
for entering an email or phone number for reminders (or both)

Underneath this are options for interests/skills that the mentor feels comfortable
helping with, and grade levels they are comfortable with (this will also help the
teacher/coordinator with selecting mentors for matching with students or groups)
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Once completed, the mentor should click “UPDATE” in order to save.

The teacher/coordinator will not be able to bring the individual into the virtual platform
until they fill out this profile.

Virtual Platform
Logging in/Dashboard

The address to access the Be a Mentor virtual platform is vm.beamentor.org.

In order for mentors to have access to the platform, they must have signed up for a virtual
project, have completed all clearance requirements, and have filled out a Virtual Setup
profile from their dashboard (this pulls them into the system and populates their profile.

Access credentials for coordinators and mentors are the same as for the normal site of
beamentor.org/login. Mentees logins are the YouthID created by the coordinator and a
default password (#¥A2zYOUTHID#) which they will be prompted to change upon logging in.
All users may reset their passwords using the Forgot Your Password button.

When you first login, you will be brought to the dashboard:

Dashboard

ﬁ Dashboard
* My Mentees Upcoming Meetings Recent Meetings (from the last days)

(@) Find Mentees No upcoming meetings No recent meetings
e’l My Mentors
O\ Find Mentors
m My Meetings

B My Study Plans

m Find Study Plans

.:E] Zoom Instructions

.:E] User Manual
The navigation bar is on the left and the center displays Upcoming and Recent meetings.
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My Profile
You can access your profile by clicking the name in the upper right corner, and then “profile”

Profile

Sign out

Here, you can change your Personal Information, Contact Information and Zoom meeting
settings. Mentors and Mentees both also have profiles they can adjust here, with options
also for setting availability and interests/skills.

My Mentees

The first option on the navigation bar is My Mentees

My hMeetings
Compton, Sean

Project: Mentoring Program - demo?2 Virtual Mentoring
Grade: 11

Mentee ID: VMID#100-000

Email: sean.compton@example.com

My Study Plans

My Mentees
‘ﬁ‘ Dashboard
L [ p— —
N My Mentees Q search = Filter
Find Mentess
@ Brady, Jan
. _ Project: Mentoring Program - demo?2
‘QI My hMentors Grade: 7
] Mentee ID: jbrady
Q Find Mentors Email: janbrady@example.com
Q

Find Study Plans

Hunter, Abigail

Project: Virtual Mentoring

Grade: 5

Mentee ID: VMID#111-222

Email: abigail hunter@example.com

Zoom Instructions

User Manual
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Clicking a mentee’s name will open their profile (each option can be opened clicking the title:

Mentee Details

ﬁ Dashboard

My Mentees
Find Mentees
My Mentors
Find Mentors
My Meetings

My Study Plans

P E3O WO &

Find Study Plans

Zoom Instructions

User Manual

Jan Brady

Personal Information
Time Zone Setting
Notification Preferences
Contact Information
Study Plans

Meetings

On the right side, you can click the star to add or remove the current mentee to My Mentees
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Add to My Meniees

Next

Find Mentees

The second option on the Navigation bar is Find Mentees. This allows you to browse or
search for a mentee within your program.
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e ]
yoard £— Retumn to Search

entees
Brady, Jan
Aentees Menteeld: jbrady
Grade: 7
S Brady, Marcia
Aent @ Menteeld: mbrady
Entors Grade: K
eetings Compton, Sean
e Menteeld: VMIDET00-000
udy Plans Grade: 11
‘tudy Plans Jackson, Theo
e Menteeld: MFPT10001

Grade: 5

Instructions
Marcus, Rodney

Vianual Menteeld: d270001
Grade: 5

Munch, Herbert

Menteeld: 20061
Grade: K

Richards, Karli

Menteeld: krichards
Grade: 12+

© 6

Clicking a name will open the mentee’s profile and allow you to add that mentee to My
Mentees,



My Mentors

Here you can view the profiles of mentors you have found and added from your program:

rd
tees
Ttees
tors
Ttors
ings

¢ Plans

1y Plans

structions

Q search = Filter

O

Case, Justin

Hayward, California
Astronomy, Vocabulary, Operations, Beginner Reading, Spelling, Gum Chewing, String The

Volunteer10, SRYUSD

Danville, California
Beginner Reading, Math Basics, Fractions, History, Psychology, Spelling, Literacy, | develo

Volunteer11, SRYUSD

Danville, California
Fractions, Algebra, Chemistry, Programming Basics, Computer, coding

Volunteer?7, SRVUSD

Danwville, California
Spelling, Computer Basics, Multimedia, Vocabulary, physics, theatre, hiking

Volunteer8, SRVUSD

Danwville, California
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Clicking a mentor will open their profile:

IMPORTANT:

The first meeting on the platform between a mentor and mentee MUST be set up by the

coordinator. However, after this first meeting, you can choose to allow a mentor to schedule
their own meetings with their mentees. This option can be toggled on or off from the Profile,

using the Meetings tab (mentees cannot schedule meetings):

25

2E5

s

gs

Ylans

Plans

uctions

al

Justin Case

About Me

My blurb about me.

Personal Information
Skills

Availability

Meetings

This mentor is allowed to create new meetings with their mentees.

3 Disable

Upcoming

No meetings.

History
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Find Mentors

You can also browse or search for mentors like you can mentees:

Search for q F—

CNEr any Ky Word |name, sk City, etc
Narrow your search with these filters

Skills

Grade Levels

Availability

Location

These options are set by the mentor when they fill out their Virtual Profile in order to be

pulled into the platform.
My Meetings

You can view or schedule meetings from My Meetings

calendar search
< | > || today March 2021

Sun Mon Tue Wed Thu
1 2 3

IS

EEET 3:14p Volg and Margo

7 8 9 10 "

9:30a Margo virtual Meeting
10a Margo virtual Meeting

month | week day list

Sat
6
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Click on a meeting to view it's details:

ns

Telgl

Margo virtual Meeting
Work on Math

March 11, 2021 @ 10:00 am

Coordinator: Mentor Coordinator

Host: Mentor Coordinator

SRVUSD Volunteer8
@ Mentor

Margo Smith
N Mentee

Study Plans

B Bob's Sample Plan - Some Math & Reading

(0] copy

Past Activity

March 11, 2021 @ 10:00 am
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Click Past Activity and you will be able to view the times that participants joined, and any
review notes that were left:

|_D Copy

Past Activity

March 11, 2021 @ 10:00 am

E Bob's Sample Plan - Some Math & Reading

. . .

$| SRVUSD Volunteerg N Margo Smith o Mentor Coordinator
Mentor Student Teacher

Did not join meeting. Did not join meeting. Joined: 9:51 am

In the right hand corner is a button saying Join. Five minutes before and up to thirty minutes
after the meeting time, this can be clicked, to launch Zoom. If the participant is the meeting
host, it will instead say Start.

To set up a meeting, click the day on the calendar:

Meeting Title * Description 5
6/23/2021 B - [[] Repeats (does not repeat)
Meeting Host * -
15
Mentor + Add Mentor Mentee + Add Mentee

ins

Mentee Study Plans
[ions
Selected Mentee has no assigned study plans.

Cancel

Fill out the details, then click Save Changes.
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Either the mentor or a coordinator can be the meeting host. The first meeting between a
mentor and mentee must be set up by the coordinator, but subsequent meetings can be
scheduled by the mentor if you choose to give them that ability (see, My Mentors) If a
mentee has Study Plans (next section) then you can choose to assign them to a particular
meeting.

Matching on the virtual platform is very informal. Once a mentor and a mentee have had one
meeting, they will be able to see each others details on their My Mentors and My Mentee
pages (mentors only have Mentees, mentees only have Mentors)

My Study Plans

One feature of the virtual platform is the ability of the coordinator to provide Study plans to a
mentee that they want the mentors and mentees to go over.

You can view these by clicking My Study Plans:

o Q, search — Filter

=es Advanced Math

Khan Academy

Subject: Math / Geometry
Grade Level: 11

Scope: Global

irs
ars

1gs
Bob's Sample Plan

Plans Some Math & Reading
Subject: Math / Math Basics
¢ Plans Grade Level: 5

Scope: Global

ructions | gejence - Global

General
1al Subject: Science / Astronomy
Grade Level: 4

Scope: Global
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And then clicking the study plan:

Bob's Sample Plan Remove from My Study Plans List
Some Math & Reading Previous Next
Scope: Global

Subject: Math / Math Basics

Grade Level: 5

Study Material

+ New Material

X X X X
Teacher Instructions Reading Reading -2 Math Functions Science Video
ans
txt
Click to Open Click to Open Click to Open Click to Open

Click to View Befow

New material can be added with the +new material button. Material can be links (to Youtube,
Khan Academy, etc), documents (PDF, DOC, etc), instructions, etc.

A new study plan can be created by clicking my Study Plans, then +New Study Plan in the
upper right hand side.

New Study Plan (all fields marked * are required)

Name * Description *
Share Scope * -
Grade * v  Subject® ~ Topic* -

Ins

fions

(SAVE is in the upper right hand side)
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Study plans can be assigned to mentees by first locating them on My Mentees, opening their
profile and selecting the Study Plans tab, then clicking +Assign Study Plan on the right side.

Find Study Plans

This final option allows you to browse/search for a study plan uploaded by another
coordinator.

At the bottom of the navigation bar, you will also find a smaller version of this manual and
instructions on the use of Zoom
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