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Volunteer Connection: Tip Sheet for Volunteer Administrators
Member Profiles: Team Leader

The Team Manager tool allows volunteers to be listed together as a team, for the purposes of
participation together on a single-day style event or shift such as a smoke alarm installation
day or a golf outing fundraiser. Teams can be created by an administrator with “Team
Administrator’ to support of certain partnerships between volunteers. Teams can also be
created by a volunteer as the Team Leader to create teams for family or friends.

The Teams function is within the Event Based Volunteer registration process and utilizes the

Go to your team Join a new team Create a team
TEAM NAME INVITE CODE TEAM NAME
Select...
NEXT UPCOMING SHIFT The code for your team is an 8 digit alpha- GROUP TYPE
No upcoming shift numeric that you should have received from a Select .. v
leader of your group.
oo

Creating a Team
To create a team, follow these steps:
1. From My Profile tab under the Engagement Information section, find the My
Teams section. (or find Join or Create a Team on a modified Volunteer Connection
Home Page)
2. Click Go to Teams Landing (or from the box click Get Started)
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MY TEAMS

General Availa
Hours »
My Teams
- Team Name Organization # Team Members Role Next Shift Last Shift
Npportunities
Pasitions
Panda None 1 Leader None None Go to team

Showing 1to 1 of 1 rows

Training Information Go to Team Landing

Skills & Statistical Information

Surveys, Forms, & Recognition OPPORTUNITIES
3. Under the Create a Team section, enter a Team Name.
4. Select a Group Type from the dropdown menu.
5. Click Create.
6. Follow through the three highlighted steps (1. Invite Members, 2. Add Shifts, 3.
Send Message) also outlined below, to finish setting up the team.
The Smith Family Get Started: Follow the steps below to start your team
Invite Code: sLK6Knes 1 Invite Members 2 Add shifts 3 Send Message
1Member Recommended Team Shifts @

INVITE OTHERS TO JOIN THE TEAM

Send invitation Recommend Additional Shifts

Leacler Taols

Team Messages

Deactivate Team .
end @ message to your team

Send a new message

View/ Edit Team Info

Ltcheetahi8,com/Znd=user_team_homeBinew_team= 18team_id=44%

Inviting Members
To invite members to a Team, follow these steps:
1. Click Send Invitation from the Team Leader page.
2. Choose one of 3 options: copy and share the Invitation Code, copy and share the
Invitation Link, or enter the new members email addresses in the Invitee Email
Address(es) box to have them emailed directly.
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Invite others to join the team

Option 1

(TEAM) Invite athers to join the team by either emailing the team code
directly to your team,

Invitation Code: sLKEKnes

Option 2

(TEAM) Copy the URL above and send it to your team members. They can
use the link to jain your team

Invitation Link: https://arcssctestd3 tcheetah09.com/?
nd =user_register_checkficode=sLK6Knes

Option 3
(TE&MN) Or have us email themn.

INVITEE EMAIL ADDRESS(ES)

enter up to 10 (comma delimited) ernail addresses

Add Shifts
To add shifts to a Team, follow these steps:
1. Click Recommend Additional Shifts from the Team Leader page to bring up a list of
available shifts from the Public Shift Tool.
2. Select shifts with the Recommend Shift button to the right of every available shift.
Note: Selecting shifts to recommend does not register each individual member of the
Team but rather allows for each Team Member to see the selected list of shifts the
Team Leader would like them to register for.

Recommend Shift

= < Go hack
Q [«
1 Shift Name Start End Shift Type:
STA SIS 2019-02-04 11:00:00 2010-02-04 160000 Biood Drves Recommend Shif
STA SNTE 2019-02-05 11:00:00 2018-02-05 15:00:00 Biood Drves Recommend Sl
s STA Shifls 2016-02-06 11 00:00 2018-02-06 15.00:00 Biood Drives Resommend Shift
= STAShiS 2016-02-07 11.00:00 2018-02-07 15.00:00 Slood Diives Fiecommend Shii
-
STA Shifts 2019-02-08 11 0000 2019-02-05 15 00:00 Blood Drives Flocommend Shi
STA Shits 2048-02-41 44-00:00 2018-02-11 15:00:00 Blood Drives Recammena snm

Sending Messages
To add shifts to a Team, follow these steps:
1. Click Send a New Message from the Team Leader page.
2. Enter a Message Title
3. Enter the Message Body with the message you wish to send to the Team members.
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4. Click Send.

Send a New Message to the Team

MESSAGE TITLE

MESSAGE BODY

Editing Team Info

To edit a Team, follow these steps:

Click View/Edit Team Info under the Leader Tools section from the Team Leader page.
Enter a team names under My Team Name.

Enter a Team Description.

Click Choose Image to add a Team Logo.

Press Save to save changes.

arwdPE

View/Edit Team Info

MY TEAM NAME

Diana's Team

TEAM DESCRIPTION

This is the best team!

TEAM LOGO

%

Cancel Save
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Deactivating a Team

To deactivate a Team, follow these steps:
1. Click Deactivate Team under the Leader Tools section from the Team Leader Page.

2. Click Confirm and Deactivate from the popup window.

Additional Resources
Resource Library in Volunteer Connection (link): Select category/filter from left menu.
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Volunteer Connection: Tip Sheet for Administrators
Team Manager Tool

The Team Manager tool allows volunteers to be listed together as a team, for the purposes of
participation together on a single-day style event or shift such as a smoke alarm installation
day or a golf outing fundraiser. Teams can either be created by an administrator with “Team
Administrator’ access level or by a volunteer as the Team Leader. Those created by an
administrator would be in support of certain partnerships while those created by an individual
volunteer would be used more teams of family or friends. The level of functionality for Teams
is within the Event Based Volunteer registration process and utilizes the Public Shift Tool for
events.

Using the Team Manager Tool
To access and utilize the Team Manager Tool, follow these steps:
1. From the Unit Configuration screen, click the Team Manager button.
2. Under the Action Column, you can click the eye icon to View, the arrow icon to
Share, and x icon to Archive.
a. View- will show team’s page in a new tab
b. Share- will pop-up the Invitation Code and Invitation Link for the team.
c. Archive- will remove the team from the active list. Archived teams can still be
viewed clicking the Include Archived button in the upper right of the Team
Manager page.

Volunteer Connection i
o Team Manager | Team Manager "SRC Natona) Oneratione
Q e @ e +
‘l Actions Team Name Team ID Number of Team Members Total Shifts Last Worked Shift Number of Upcoming Shifts Organization
=
=
@ 4 % Diana's Team 2 0 2018-12-28 13:00:00 2 None
o @ 4 %X TheBonds 3 4 0 4 Jack and Jill
3 . Ji
i @ 4 X VS Ops 4 0 1 Jack and Jill
@ A4 % Josh's Group 1 0 0 None
< @ 4 %X Grants Test Team 6 1 0 0 Mexican Red
Cross
@ 4 % The Greatest Bond's 8 1 0 - 0 None
Group
@ A4 X The Greatest Bond 2 9 1 0 2 Non
@ 4 X Reggie Lites 19 1 0 1 Non
@ 4 X Ranjini FiveLite 22 1 0 0 Non
@ 4 X Ranjini EightLit 23 4 0 0 Non
@ A4 %X ASL-TC 25 3 0 1 Academic Service
Leamning (NHQ)
@ 4 %X The News Group 26 1 0 - 0 Other - Not a

3. Other columns simply display different teams’ information including: Team Name,
Team ID, Total Shifts, Last Worked Shift, Number of Upcoming Shifts.

4. Click Number of Team Members to display the list of profiles that are members of
that team.
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O Team Member Manager Volunteer Connection 3%
ARC Nationai Operations
£ Go back
(S R
Member Name Member Status Team Role Email
=
=
0 Emma Bond Disaster Event Based Volunteer Member emma bond@noemail com
3 Diana Chu Employee Leader diana.chu@redcross.org
= John Lakeman Event Based-Blue Sky Volunteer Member johnlakeman@noemail.com
<) Marcus Mason Employee Member marcus.masen@redcross.org
Judith Stahl General Volunteer Member judy.stahl2@redcross.org
Showing 1 to 5 of 5 rows

5. Click on the Organization link to display a pop-up with the dropdown of
Organizations to select from, including both regional and national (local and global)
organizations from the Region’s Organization Manager.

Add/Edit Organization to Team

Qrganization Name

Jack and Jill (LOCAL ORGANIZATION)

Do You See this? InC. (GLOBAL ORGANIZATION)

Eli Lilly & Co. (GLOBAL ORGAMNIZATION)

Ernst & Young (GLOBAL CRGANIZATION)

Experience Works (GLOBAL ORGANIZATION)

ExxonhMobil (GLOBAL ORGANIZATION)

Farmers Insurance Company (GLOBAL CORGANIZATION)

FedEx (GLOBAL ORGANIZATION)

First Baptist Church in America (GLOBAL ORGANIZATION)
Global Relief Technologies (GLOBAL ORGANIZATION)

Habitat for Humanity International (GLOBAL ORGANIZATION)
Hewlett Packard (GLOBAL ORGANIZATION)

HOPE worldwide (GLOBAL ORGANIZATICON)

HOPE Worldwide (LOCAL ORGANIZATION)

Humane Society of the United States (GLOBAL CRGANIZATION)
International Association of Machinists and Aerospace Workers (GLOBAL ORGANIZATION)
lota Phi Theta Fraternity (GLOBAL ORGANIZATION)

Islamic Relief USA (GLOBAL ORGANIZATION)

Islamic Relief USA (LOCAL ORGANIZATION)

J.P. Morgan Chase (GLOBAL ORGANIZATION)

Jack and Jill (LOCAL ORGANIZATION)

Creating a New Team
To create a new team within the Team Manager Tool, follow these steps:

1. Click on the ‘+’ button in the corner of the Team Manager Tool.

2. Fill out the information including: typing a Team Name, selecting if the team is
associated with an existing Organization, selecting a Team Type, and identify who
will be the Team Leader and optionally Team Members.

3. Click Save.
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Add a Team

*Team Name

Organization Name

Select

Team Type

Select ...

*Team Leader(s)

Select...

Team Member(s)

Select

Cancel Save

Reserve Shifts for a Specific Team
When a shift is reserved for a team, only members of that team will be able to complete

registration. Even if other individuals are able to see the shift posted (on a website or if they
accidently received an event URL) they will not be able to complete registration and will
instead be notified by the system that they are attempting to register for a closed event.

To reserve shifts for a team, follow these steps:
1. Navigate to the appropriate shift tool in Shift Tool Manager.
2. Click the Manage option in the shift tool.
3. Find the shift that want to reserve and click the people icon in the Attendees column.

Date Time Attendees Minimum Recurring Edit Copy Delete Status
Sat, Apr 18 2020 09:00 AM — 02:00 PM & 1300 0 g ER ] Open
Sat, Apr 18 2020 09:00 AM — 02:00 PM & 07300 0 g B3l [ ] Open
Sat, Apr 25 2020 09:00 AM — 02:00 PM & 0300 0 g ER ] Open
Sat, May 02 2020 09:00 AM - 02:00 PM & 0/300 0 4 Bl [ ] Open

4. Hover over the Team button on the top of the screen until a dropdown appears.
5. Click Reserve For Team.

Email ~ SMS ~ Teams ~ View Details

Reserve For Team

6. Select the appropriate team from the pop-up window’s dropdown menu.
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Reserve Shift for Team

Team:

Cancel Reserve

7. Click the Reserve button.

Additional Resources
Resource Library in Volunteer Connection (link): Select category/filter from left menu.
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Volunteer Connection: Tip Sheet for Team Members
Member Profiles: Team Members

The Team Manager tool allows volunteers to be listed together as a team, for the purposes of
participation together on a single-day style event or shift such as a smoke alarm installation
day or a golf outing fundraiser. Teams can be created by an administrator with “Team
Administrator’ or by a volunteer as the Team Leader. An individual can only join teams that
they have been invited to. The invitation can be received either via an Invitation Link or an
Invitation Code. While the Invitation Code can be used by either existing volunteer or new
volunteer, the Invitation Link is the better option for connecting new volunteers to the team.

Joining a Team Via Code
To join a team with an invitation code, follow these steps:

1. From My Profile, under the Engagement Information Section, find My Teams and
click Go to Team Landing to go to the Team Landing Page
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Go to your team Join a new team Create a team
TEAM NAME INVITE CODE TEAM NAME
Select..
NEXT UPCOMING SHIFT The code for your team is an 8 digit alpha- GROUP TYPE
hift numeric that you should have received from a [ et 'I
No.upcoming'shil leader of your group.
oo

2. Enter the 8 digit alpha-numeric code into the Join a New Team box in the middle of
the page to be taken to the Team’s page.

Joining a Team Via Invitation Link
To join a team with an invitation code, follow these steps:
1. From the email with the invitation, click on the link.
2. Use the Sign In button if you already have a Volunteer Connection profile, or click Get
Started to create a Red Cross ID and Volunteer Profile if you are a new volunteer.
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a Vblunteer \/oluntger Connecqon will help

flerigaged in the hfe-sa,ymg mission of the
8h Red!Cross! Became invoived fhcyour local
ity today By creaung a Red Cross D or sim|

Already have a Red Cross ID? Create a Red Cross ID
fyou hove a Red Cross 1D, log i 0 get sarted Red Cross 1D, &

| s

3. After either, when you reach the Volunteer Connection home page you will see a
notification that you have joined the team.

4. Click Continue to be taken to the Team’s page.

Team Page

From the Team’s page you can see message in the Team Messages section as well as a list
of other team members, team leaders, and team shifts to register for.

The Smith Family

Invite Code: sLK6Knes

2 Members Recommended Team Shifts @
o2 | wempers
STA Shifts Mon, Feb 4, 11:004M - 3:00PM 0&
(YOU ARE NOT SIGNED U]
Team Leaders STA Shifts Tue, Feb 5, 11:00AM - 3:00PM 0a
(YOU ARE NOT SIGNED UP)
Josh Reiter
STA Shifts Thu, Feb 7, 11:004M - 2:00PM ]
(YOU ARE SIGNED UP)

Team Messages

Josh Reiter posted on January 27, 2019

Sign Up to Install Smoke Alarms
Hi Smith Family! Time to make the community safer!

Register for Recommended Shifts
To register for shifts from a Team page, follow these steps:

1. From the Team’s Page, click a desired shift's name from the Recommended Team
Shifts section.
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View larger map STA Shifts
Nation: pon, Feb 4, 11:00AM - 3:00PM
Yy ESINW

DAR Constitution Hall @ LOCATION: 18th st

csivw - Organizatjon of
Amiiican RGP

Map data €2019 Goagle | Terms of Use  COORDINATOR:  Josh Reiter
=L

Description:

Come join the Sound the Alarm events and help save lives in your local areal

2. The details of the shift will pop-up, click Next.

The Ellips) 431 18th St NW, Washington, DC, 20006

3. From the full Event Registration Details page, press Register.

| American Red Cross

Event Registration

FUNDRAISING FOR SOUND THE ALARM
THROUGH CROWDRISE?:

ez
NAME: STA Shifts
START DATE AND TIME: Monday Feb 04, 2019 11:00 AM
END DATE AND TIME: Monday, Feb 04, 2019 02:00 PM
DESCRIPTION: Came join the Sound the Alarm events and help save lives in your local areal
LOCATION: 18th st

431 18th St NW

Washington DC 20006

View Map
ATTENDEE LIST: Bothe, Tim

Chu, Diana

Kutty, Ranjini
INSTRUCTIONS: Crowdrise question STA Regional ST Test
* *ARE YOU WILLING TO PARTICIPATE IN -

4. Click Done on the Registration Confirmation page.

Registration Confirmation

You have successfully registered for STA Shifts on Mon, Feb 04 2019, 11:00 AM - 03:00 PM.

A confirmation email has been sent to you at johnlakeman@noemail.com.
Thank you for signing up for a STA event! Continue forward to leam maore!

Additional Resources

Resource Library in Volunteer Connection (link): Select category/filter from left menu.
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