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Accessing Cervis Technology
1. Open the internet browser and navigate to the Cervis log in page. This can be accessed by
searching “Cervis log in” (0:05).
2. Enter the user name and password and click “Sign in to CERVIS”.

€3 Contact Us

‘owmcome back, Cervis! Please sign in below.

Cervis Technologies
demo@cervistech.com

#| Remember my profile (Mot CERVIS?)

| @ Signin to CERVIS |

Don't Know Password / Reset Password [1]

3. The program will be open and tabs can be seen that are titled VVolunteer Management,
Event Management, Attribute Management and System Management.

Community Event Registration & Volunteer Information System

Volunteer Management ~ Event Management ~ Attribute Management System Management

Main Dashboard

[ ]
m Volunteer Management Event/Project Management
&

o, Add New Volunteer gAdd New Event

p Search / Manage Volunteer Database P Search/Manage Existing Events

&5 View [ Manage Volunteer Follow-up &% Review Open Service Project Applications
[f¢ ReportManagement = Reservation Management

ﬁ‘ Event/Project Sign-in Console

E.- Attribute Management } System Management
+ Interest Category Inventory Management @ Change Password
% Skill Inventory Management ‘D Edit System Configuration
¥ Equipment Inventory Management Ej Volunteer Data Import
f# Availability Inventory Management 5 File Management
4 Group Management @- CERVIS Customer Support Tool
£ Require Verification of Volunteer Information B View System Log
£ Reset Liability Waiver/Medical Release Status L‘, CERVIS User Manual

4. This screen displays all of the possible actions that the user can take. Each of the tabs will
be discussed in later sections.



Volunteer Management Tab

Under the volunteer management tab, there are four options for the user to choose. These can be
accessed by clicking one of the four links under “Volunteer Management or clicking on the
volunteer management tab above (0:20).

Community Event Registration & Volunteer Information System

‘ Volunteer Management « Event Management Attribute Management
e
Main Dashboard

System Management «

e s "
Volunteer ManagementJ =] Event/Project Management

I~ a5a
A& Add New Volunteer gAdd New Event
p Search /Manage Volunteer Database P Search /Manage Existing Events
&5 View / Manage Volunteer Follow-up i Review Open Service Project Applications
[¢ Report Management A= Reservation Management

& Event/ Project Sign-in Console

E- Attribute Management } System Management
¥ Interest Category Inventary Management & Change Password
whe Skill Inventory Management +{0) Edit System Configuration
¥ Equipment Inventory Management Ej Volunteer Data Import
@) Availability Inventory Management Q File Management
28 Group Management @ CERVIS Customer Support Tool
£) Require Verification of Volunteer Information n View System Log

) ResetLiability WaiverMedical Release Status |'_‘.} CERVIS User Manual



Add new Volunteer
1. Click on Add a new volunteer under the volunteer management tab (0:30).

Community Event Registration & Volunteer Information System

Volunteer Management Event Management

Main Dashboard

o
' Veolunteer Management

dd New Volunteer

L Search/Manage Volunteer Database
&5 View / Manage Volunteer Follow-up

[¢ Report Management

Attribute Management

+ Interest Category Inventory Management
% Skill Inventory Management

¢ Equipment Inventory Management

f& Availability Inventory Management

4 Group Management

L) Require Verification of Volunteer Information

L) Reset Liability Waiver/Medical Release Status

Attribute Management System Management

Event/Project Management

£5j Add New Event

£ Bearch / Manage Existing Events

gl Review Open Service Project Applications
= Reservalion Management

% Event/ Project Sign-in Consale

} System Management
& Change Password
\D Edit System Configuration
[y Volunteer Data Import
f File Management
n CERVIS Customer Support Tool
BB View System Log

[3 CERVIS User Manual

2. The Add Volunteer screen will appear with a long list of information that can be filled
out about each volunteer. Keep in mind this is really only necessary if the volunteer does
not have access to technology to be able to create their own profile.

Community Event Registration & Volunteer Information System

Volunteer Management Event Management

Add Volunteer

* Indicates a required field
Volunteer Last Name:*
Volunteer First Name:*
Volunteer Primary Phone:*
Volunteer E-mail:

Volunteer Alternate Phone:

Volunteer Address:

Volunteer Address Line 2:
Volunteer City/Town:

Volunteer State:

Volunteer Zip Code:

Emergency Contact Name:
Emergency Contact Phone:

Why are you volunteering with us?:

Is the volunteer approved for childcare events?: v

Volunteer Birth Date:
(mmdddAyyy)

Volunteer Background Check Complete: No
Volunteer Background Check Date:

(mmaddAyyy)

Volunteer T-Shirt Size: L v
Current Liability Waiver/Medical Release on file: No v

Volunteer Gender:

Attribute Management ~ System Management



The volunteer coordinator will also have most of volunteer’s information transferred
from the current volunteer management software.

All of this information does not need to be entered as the system will create a profile with
all the information the user is capable of giving.

The user has the ability to enter skills, availability, interests and the group they are a part
of.

Once the user has entered all of the available information click “Submit Volunteer
Information” and the volunteer will automatically be added to the database.

Volunteer Status: Active ¥

CERVIS Access Level: Volunteer v

Q + Submit Volunteer Information D

<<< Main Dashboard |




Volunteer Management Dashboard
1. The next tab under Volunteer Management is the VVolunteer Management Dashboard
(1:15).
2. The user will then see the Standard and Advanced search options. These options are all

used to search through the database.
Community Event Registration & Volunteer Information System

Volunteer Management « Event Management « Attribute Management System Management «

Volunteer Management Dashboard

&% Standard Options:
® Volunteer First OR Last Name
volunteer E-mail Address
Add New Volunteer

£ Search Volunteer Database

% Advanced Options:

Advanced Search

Find All Active Volunteer Profiles

Find Duplicate Volunteer Profiles

Find Volunteers with File Attachments
Find Volunteers with Photo Attachments

= Active Volunteer = Organization StafilLeadership

. *
L m
,i Inactive Volunteer i = Team Leader Candidate/Group Leader

Volunteer Search Result Listing

Uy
|
Uy

Actions Name & E-mail Address ¢ Pri Phone $

Results 0 - 0 of 0 — Results Per Page: 50 | 100 | 500 | 1000

< Main Dashboard |

3. Under Standard options, the program allows the user to search through the database by
searching for the volunteers name or email address. There is also another option to create
a new volunteer profile which is the same as the Add a New Volunteer tab that was
already discussed.
4. Under the Advance options, the user can conduct an advanced search. They can find
active volunteers, duplicate volunteers and users with photo and file attachments.
*\Advanced Cptions:

Advanced Search

Find All Active Volunteer Profiles

Find Duplicate Volunteer Profiles

Find Volunteers with File Attachments
Find Volunteers with Photo Aftachments

5. Under the advanced search, the user can search by group options, skills, availability and
many other categories. Click the down arrow, enter the required information and then

select “Search Volunteer Database.” This will bring up a list of all the people who fall
under the specified category.



@earch Volunteer Database h Clear Search Selections
ERV\S Account Status Options:

@ Volunteer Interest Category Options.

@ Volunteer Group Options

Boy Scout Troop 103

Central High School 5
Community Bank

First Baptist Church

Law Enforcement

Lions Club

Wne Eislau Middla @rhanl

Find Volunteers that match| Any ¥
selected groups:

CLICK HERE to find Volunteers with NO matching groups

(¥ Volunteer Skill Options:

(¥ Volunteer Equipment Options

() Volunteer Availability Options

(w) Volunteer Background Check Options:

@ Volunteer Liability Waiver/Medical Release Status Options

6. Choosing the other options, will show the users each active volunteer, duplicates or
contain files and pictures.

7. Once this list of people appears, there are several actions that the user can take. Clicking
on the small box next to each volunteer on the left and then choosing an option on the top
will allow the user to send an email, print name tags and bulk register to name just a few.

4 = Active Volunteer a = Organization StafilLeadership
A = Inactive Volunteer g = Team Leader Candidate/Group Leader

ﬂ Send E-mail H Address Labels H Name Tags H PDF || Spreadsheet H Bulk Update H Bulk Register |

Volunteer Search Result Listing 52 52 ==
Actions Name ¢ E-mail Address ¢ Pri Phone ¢
10 mPNE O Adams, Katherine katherine.ada@cervistech.com 719-555-2159
2 aPKE OE Alexander, Jeffery jeffery.ale@cervistech.com 719-555-1627
3 aPKE OE Allen, Benjamin benjamin.all@cervistech.com 970-555-1158
4 AP E OE Allen, Jean jean.all@cervistech.com 719-555-2271
5 P E OE Anderson, Catherine catherine.and@cervistech.com 719-555-2194
6 P E OE Andrews, Tracey fracey.and@cervistech.com 719-555-2040
7 aPKE O Amold, Leigh leigh.am@cervistech.com 719-555-1977
8 PN E O Bailey, Brandon brandon bai@cervistech.com 970-555-1018
] APKE OED Baker, William william bak@cervistech.com 970-555-1109
10 AP E O Baldwin, Melinda melinda.bal@cervistech.com 719-555-1935
1 AP E O Bamnett, Neal neal bar@cervistech.com 719-555-1398
12 AP E O Barrett, Geoffrey geofirey bar@cervistech.com 719-555-1382
13 AP E O Bell, Annie annie bel@cervistech.com 719-555-1312
14 P E O Bell, Richard richard bel@cervistech .com 718-555-1312
15 P E O Bennett, Jerry jerny.hen@cervistech com 970-555-1214
16 P E O Bennett, Sara sara ben@cervistech.com 970-555-1214
17. P E O = Bishop, Shawn shawn bis@cervistech.com 719-555-1389
18. P B O Bridges, Charlene charlene.bri@cervistech.com 303-555-1823
19. P E O Briggs, Joey joey.bri@cervistech.com 719-555-1473
20. AP E O EBrooks, Damon damon.bro@cervistech.com 719-555-1571
21. AP E O EBrown, Cheryl cheryl.bro@cervistech.com 719-555-2404
22, AP E O Bryant, Carol carol.bry@cervistech.com 970-555-2614
23 AP E O EButler, Annie annie.but@cervistech.com 719-555-1914

8. Under the actions heading, there are several icons that represent actions that can be taken
for each volunteer. Moving the cursor over the icons will tell you what each of them
means.



Volunteer Search Result Listing

Actions Name « E-mail Address ¢ Pri Phone ¢
1. Adams, Katherine katherine ada@cervistech.com 719-5565-2159
2. als B O Alexander, Jeffery jeffery.ale@cervistech.com 719-555-1627
3. aPs B O Allen, Benjamin benjamin.all@cervistech.com 870-555-1158
4, ala B O Allen, Jean jean.all@cervistech.com 719-555-2271
5. s Py B O Anderson, Catherine catherine and@cervistech.com 719-555-2104

9. The user can manage, view details, update a profile, register for an event, log service or
create quick event. Click on the option you desire and entire the required information.

10. The first icon is the manage option and can be clicked on for any volunteer. Once this is
clicked, the program allows the administrator to do a variety of things. The user can
contact the volunteer, update their information, and register them for an event.

1O @Pk® OB

Volunteer Management: Sara Bennett

i{ Update Volunteer Information

L View Volunteer Details

% Register Sara Bennett for an Event

Q Create and Register Sara Bennett for a "Quick Event”
QO View Events Sara Bennettis Registered For
@}Add.-’\-‘iew Volunteer Service Project Hours

B4 Send E-mail to Sara Bennett

Y View/Update Interest Categories

o View/Update Skills

¥ View/Update Equipment

) ViewUpdate Availability

48 View/Update Groups

fy VviewUpdate File Attachments

i Create New Volunteer and Duplicate Profile Information from Sara Bennett
i Assume |dentity of Sara Bennett within CERVIS

i Delete Sara Bennettfrom CERVIS

| =< Main Dashboard | | < Volunteer Dashboard | | £ Return to Search Results |

11. The next icon allows the administrator to view details of the volunteer. Clicking on this
icon will display an overview of the volunteer’s information and account.



Session Time Remaining '—0

Volunteer Profile Details ~
Volunteer Information

Volunteer Name: Sara Bennett

Volunteer Pri Phone: 970-555-1214

Volunteer E-mail: sara.ben@cervistech.com

Volunteer Alt Phone: 719-555-6400

Volunteer Address: 782 Iron Lake Trail

Colorado Springs, CO 81964

Emergency Contact Name: Beclky Jones

Emergency Contact Phone: T718-555-0309

Why are you volunteering with us?: Employment Partnership

Is the volunteer approved for childcare No

events?:

Volunteer Birth Date: Jan 11, 1982 (34 Years Old)

Volunteer Background Check Complete:  Yes - Passed
Volunteer Background Check Date: May 8, 2015 (11 Months Ago)
Volunteer T-Shirt Size: L

-

12. The next icon allows the administrator to update the volunteer. Clicking on this icon
brings up the same screen as the Create a New Volunteer however, all of their
information is entered and can be changed.

Community Event Registration & Volunteer Information System

Volunteer Management Event Management Attribute Management System Management

Update Volunteer Information

<=<< Main Dashboard

<< Volunteer Dashboard

< Sara Dashboard

"
Volunteer Last Name: Bennett

" o
Volunteer First Name: Sara

Volunteer Primary Phone:* 970-555-1214

Volunteer E-mail: sara.beni@cervistech.com

Volunteer Alternate Phone: 719-555-6400
Volunteer Address: 782 Iron Lake Trail

Volunteer Address Line 2:

Volunteer City/Town: Colorado Springs

Volunteer State: Co v
Volunteer Zip Code: 81964

Emergency Contact Name: Becky Jones

Emergency Contact Phone: 719-5655-0309

Why are you volunteering with us?: Employment Partnership v
Is the volunteer approved for childcare evenis?: No

13. The next icon allows the administrator to register a volunteer for an event. Simply click
on the icon, enter the event name and choose register for this event and the volunteer will
be registered. This screen also displays the current events that the volunteer is and has
registered for.



Volunteer Management Event Management « Attribute Management System Management «

Register Sara Bennett for Event

Volunteer Name: Sara Bennett
Event Date - Name: Please select an event/project below: v

Reservation Code:

Registration Note: [§]

+/ Register Sara for this event |

Display activity between these dates: Start Date: | 04/18/2015 End Date: | 04/18/2017 | Filter History

Registration History for Sara Bennett (C

Event Date & Time $ Event Name Organizer $ Service

Hours Category Notes
May 9, 2016 01:00 PM Sorting Canned Food Donations £ Julie Hill 3.00 ‘-;\"él';g?:dsg S;rrltrllnggs a
N o a . R Distributing Food
Apr 18, 2016 7:00 AM Mobile Food Pantry Food Distribution O Bobby Paul 0.00 J Colorado Springs Downtovn ‘D
Oct21,201501:00 PM  Sorting Canned Food Donations 0O Julie Hill 3.00 ‘-;\"él';grﬂ:dsg g:;t:-lggs L)

Total Service Hours: 6

14. The log service feature is the next icon on this page. Clicking on this icon allows the
administrator to select the project name, date and hours worked for the volunteer. Once
these have been specified, click on Log Service Project Activity and the hours will be

recorded. The administrator also has access to viewing all of the hours donated by the
volunteer on the screen.

Volunteer Management ~ Event Management ~ Attribute Management « System Management «

Service Project Participation Log -- Sara Bennett

Volunteer Name: Sara Bennett
Service Project Name - Start Date: Please select a service project v
Service Date:

Service Hours:

Notes (1000 character max):

+ Log Service Project Activity |

Display activity between these dates: Start Date: | 04/18/2015 End Date: | 04/18/2017 | Filter History

Service Project Activity History for Sara Bennett (04

Service Project Name & Service Date — Notes

Total Service Hours:
|

15. The last icon here is to create a quick event for the volunteer. This is used when a specific
event needs to be attended by a certain volunteer. Click on this icon and the event name,



start date and time, event organizer and credit hours can be entered. Once the required
information has been given, Click Submit Quick Event Registration.

Volunteer Management - Event Management -

Attribute Management -

System Management -

Add Quick Event

* Indicates a required field

Event Name:*

Event Start Date/Time (ex. 115/2016): Date: Time: v v v
Event Organizer:* [1] P

Event Category: - Administrative/Office v

Service Credit Hours:

| +/ Submit Quick Event Registration |

16. Remember, to view what each icon means, hover the mouse over the icon and a caption
will appear.



View/Manage Volunteer Follow-up

1. The next feature under the volunteer management tab is the Follow-up Management tab.
This screen shows the follow up assignment listing on the bottom of the page (3:35).

Volunteer Management ~ Event Management ~ Attribute Management ~ System Management

Demo Follow-up Management

Follow-up With: [1] 2 .- :
Follow-up Assigned To: [1] 2

Follow-up Description:

| +/ Assign Follow-up |

Follow-up Assignment Listing

Follow-up With ¢+  Date Assigned $ Follow-up Assigned To Description

Helen Green O Apr 6, 2016 Bobby Paul 4 Check for library front desk greeter v
James Fus‘terp Apr @, 2016 Julie Hlllih Follow-up for new Volunteer. ﬁ
John M.r,rp Apr 18, 2016 Julie Hilli‘ﬂ Follow-up for new Violunteer. 'D
Judy Evan sp Apr &, 2016 Buobby Paul ‘\‘7 Requests learning link program ﬂ
Willie Young SO Apr &, 2016 Katherine Adams & Interested in PAWS reading program ﬁ

Follow-up Notes:

| Complete Follow-up Action H Send E-mail |

2. The feature also allows the administrator to search by volunteer name for a follow up.

Volunteer Management Event Management « Attribute Management « System Management «

Demo Follow-up Management

Follow-up With: [1] © - i

Follow-up Assigned To: [T] yeol

Follow-up Description:

| +/ Assign Follow-up |

Follow-up Assignment Listing

Follow-up With ¢  Date Assigned Follow-up Assigned To & Description

Helen Greenp Apr 6, 2016 Bobby Paul‘ﬁ Check for library front desk greeter ‘D
James Foster O Aprg, 2016 Julie Hil g5 Follow-up for new Volunteer. 'B
John May £ Apr 18, 2016 Julie Hill 45 Follow-up for new Volunteer. b N
Judy E‘JJI‘ISp Apr g, 2016 Bobby Pauli\') Requests learning link program 'B
Willie Y‘Dungﬂ Apr 6, 2016 Katner\nemamsi'? Interested in PAWS reading program 'D

Folow-up Motes:

| Complete Follow-up Action H Send E-mail |

3. A follow up can be assigned by the administrator by entering the volunteer needing a
follow up, the person the follow up is assigned to and a description. This will delegate the
follow up to the group leader or another administrator.



Volunteer Management « Event Management « Attribute Management « System Management «

Demo Follow-up Management

Follow-up With: [1]

Follow-up Assigned To: [

ollow-up Descriptio

| +/ Assign Follow-up |

Follow-up Assignment Listin

Follow-up With#+  Date Assigned ¢ Follow-up Assigned To Description

Helen Greenp Apr G, 2016 Bobby Paul ‘\'7 Check for library front desk greeter ﬁ
James Foster O Aprg, 2016 Julie Hill #9 Follow-up for new Volunteer bS]
John Ma‘,rp Apr18, 2016 Julie Hill i‘) Follow-up for new Velunteer, ﬁ
Judy Evans O Apr 6, 2016 Bobby Paul 4% Requests learning link program b ]
Willie Youngp Apr G, 2016 Katherine Adams ‘\'7 Interested in PAWS reading program ﬁ

Follow-up Motes:

| Complete Follow-up Action || Send E-mail |

4. Follow up notes can also be assigned and sent in an email.

Volunteer Management Event Management « Attribute Management « System Management

Demo Follow-up Management

Follow-up With: [§] yol = .
Follow-up Assigned To: [3] P —

Follow-up Description:

| +/ Assign Follow-up |

Follow-up Assignment Listi
Follow-up With#+ Date Assigned $ Follow-up Assigned To & Description
Helen Greenp Apr 6, 2016 Bobby Paul ‘\‘3 Check for library front desk greeter ﬁ
James Foster O Apr @, 2016 Julie Hill @ Follow-up for new Volunteer. ﬁ
John May O Apr 18, 2016 Julie Hill @ Follow-up for new Volunteer. ﬁ
Judy E‘Jansp Apr &, 2016 Bobby Paul 3\‘7 Requests learning link program ﬁ
Willie Yuungp Apr 6, 2016 Katherine Adams i') Interested in PAWS reading program ‘D

Follow-up Notes:

O‘

| Complete Follow-up Action | | Send E-mail




Report Management

1. The report management tab is the final feature that is located within the VVolunteer
Management tab (4:20).

2. The Report Management tab allows the administrator to create one of ten different types
of reports.

3. The ten reports include Group Participation report, Interest Category Participation
Report, Volunteer Participation Report, Event/Project Participation Report, Yearly
Participation Summary Report, New Volunteer Report, Cervis Permission Level Report,
Volunteer Summary Report by Custom Field Value, Volunteer Participation Report by
Custom Field Value and Custom Participation Report.

4. At the top of the screen the program gives the user an option to specify the dates when
reports will be run and what format they will be produced in. These values should be
specified here rather than in each report.

Group Participation report
1. The first specification that needs to be made for this report is deciding which group needs
to be reported on. The administrator can either choose all groups or singular groups that
have already been created.
2. The type of detail needs to be specified. Below is a comparison between high and low

detail in a word document format.
Report Creation Date: Apr 18, 2016

Group: Boy Scout Troop 103
Group Totals - Volunteers*™: 8 Registrations: 25 Total Hours: 65.75

Group: Central High School
Group Totals -- Volunteers®: 0 Registrations: 0 Total Hours: O

Group: Community Bank
Group Totals - Volunteers*: 6 Registrations: 24 Total Hours: 78

Group: First Baptist Church
Group Totals -- Volunteers*: 0 Registrations: 0 Total Hours: 0O

Report Creation Date: Apr 18, 2016

Group: Boy Scout Troop 103

Baldwin, Melinda melinda_bal@cervistech.com 719-555-1935
Reading Mentors at Howberston Elementary Mar 25, 2016 0.75
Reading Mentors at Howberston Elementary Apr 5, 2016 1.00
Reading Mentors at Howberston Elementary Apr 6, 2016 1.00
Reading Mentors at Howberston Elementary Apr 7, 2016 1.00

Registrations: 4 Total Hours: 3.75

Castro, Maureen maureen_cas@cervistech_ com 719-555-1893

Reading Mentors at Howberston Elementary Mar 23, 2016 1.25
Reading Mentors at Howberston Elementary Apr 2, 2016 1.25
Reading Mentors at Howberston Elementary Apr 6, 2016 1.25
Reading Mentors at Howberston Elementary Apr 7, 2016 1.25
Reading Mentors at Howberston Elementary Apr 9, 2016 125

Registrations: 5 Total Hours: 6.25

Larson, Joann joann lar@cervistech.com 719-555-1886
Mobile Food Pantry Food Distribution Apr 18, 2016 10.00
Registrations: 1 Total Hours: 10

Malone, Erika erika mal@cervistech.com 719-555-1865
Reading Mentors at Howberston Elementary Mar 22, 2016 1.50



3. The first report here shows less details and provides more of an overview of the volunteer
hours while the second report has much more detail.

4. Once the information has been entered, the user can click Run Report and a report will be
downloaded and opened.

Interest Category Participation Report
1. This report is very similar to the Group Participation Report and the administrator can
pick a category for creating a report. The report will generate a list of people who share
this interest.
2. The detail tab is the same as the Group Participation Report and the Primary option will
show the volunteers who list the category as their first or second choice.

2. Interest Category Participation Report:

Category: - Food Pantry ¥ | Detail | High * || Primary v Run Report
This report shows velunteer participation and event infermation sorted by interest categories configured within CERVIS,

3. Once the report is ready to run, press Run Report and the system will produce the desired
report.

Volunteer Participation Report
1. When generating this report, the user can search the name and specify the level of detail
that the report should show similar to other reports.
2. The program also allows the user to specify to search for a volunteer that is active or not.

3 Volunteer Participation Report:
Last Mame: First Mame: Detail: | High ¥ || Show Active ¥ |[§] Run Report

This report shows volunteer participation for events and projects and is sorted by volunteers within CERVIS.

3. The administrator can then run the report and it will be generated.

Bell, Annie annie.bel@cervistech.com 719-555-1312 970-555-2586
Reading Mentors at Howberston Elementary Mar 23, 2016 1.50
Reading Mentors at Howberston Elementary Mar 26, 2016 1.00
Reading Mentors at Howberston Elementary Apr 2, 2016 1.50
Reading Mentors at Howberston Elementary Apr 7, 2016 1.50
Reading Mentors at Howberston Elementary Apr 10, 2016 1.50
Reading Mentors at Howberston Elementary Apr 11, 2016 2.50

Events Participated In: 6 Total Hours: 9.5
4. Above is an example of a report that was generated for a volunteer.

Event/Project Participation Report
1. This report is very simple and only requires the input of the amount of detail that is
desired for the report.
2. However, the reservation code provides the codes for each group to register and the staff
planning option produces an overview of the hours worked in total. Below is the staff
planning version of the report.




7:00 AM 8:00 AM  1:00 PM

Sat, Mar 26, 2016 0 5 0
Fri, Apr 8, 2016 0 10 0
Thu, Apr 21, 2016 26 0 8

Yearly Participation Summary
1. The yearly participation summary is very simple and allows the user to choose the year
and the amount of detail that they want to be produced. Below is a picture of the low

detailed report.
Report Creation Date: Apr 21, 2016

January 2016
January 2016 Totals -- Volunteers*: 125 Events: 10 Registrations: 282 Hours:
1108.25
February 2016

February 2016 Totals -- Volunteers™: 39 Events: 1 Registrations: 156 Hours: 369.25

March 2016
March 2016 Totals -- Volunteers*: 47 Events: 4 Registrations: 161 Hours: 396.28

April 2016
April 2016 Totals -- Volunteers™ 105 Events: 3 Registrations: 218 Hours: 507.29

2. The more detailed reports will show the volunteers names and even days of work.

New Volunteer Report
1. This report simply shows all of the volunteers that are new to Cervis and their
organization.

Cervis Permission Level Report
1. This shows the volunteer’s permission levels that have higher than normal user
permissions in their account.



Administrator
Name

Anthony, Bruce
Coleman, David
Foster, James

Hill, Julie

May, John
Mayberry, Matthew

E-mail Address
banthony@cervistech.com
david.col@cervistech.com
Jfoster@cervistech.com
julie_hil@cervistech.com
Jmay@cervistech.com
mmayberry@cervistech.com

Technologies, CERVIS demo@cervistech.com

Leadership Team
Name

Adams, Katherine
Paul, Bobby
Thomas, Wanda

E-mail Address

katherine.ada@cervistech.com

bobby.pau@cervistech.com
wanda.tho@cervistech.com

Primary Phone Alternate Phone

868-549-3601
719-555-1305
868-549-3601
719-555-2131
888-549-3601
868-549-3601
888-549-3601

719-555-6358

Administrator Total: 7

Primary Phone Alternate Phone

719-555-2159
303-555-1753
719-555-2257

719-555-6575

Leadership Team Total: 3

2. The report breaks up the volunteers into categories such as administrators and members
of the leadership team.

Volunteer Custom Report by Custom Value
1. This report shows the reasons why the volunteers are volunteering with the organization.
They range from high school requirements to court ordered community service.
2. Choose the custom field, detail level and then Run the Report.

Court-ordered

Name

Campbell, Ronald
Coleman, Bonnie
Francis, Deborah
Glover, Cameron
Gray, Carl
Mcdaniel, Elisa
Moore, Jimmie
Rodriguez, Beverly
Romero, Gerardo
Russell, Margaret
Stewart, Louise
Wagner, Ashley

E-mail Address
ronald.cam@cervistech.com
bonnie.col@cervistech.com
deborah._fra@cervistech.com
cameron.glo@cervistech.com
carl.gra@cervistech.com
elisa. mcd@cervistech.com
jimmie.moo@cervistech.com
beverly.rod@cervistech.com
gerardo.rom@cervistech.com
margaret.rus@cervistech.com
louise. ste@cervistech.com
ashley.wag@cervistech.com

Primary Phone Alternate Phone

970-555-1046
719-555-1305
303-555-1816
719-555-1424
970-555-1235
303-555-1781
719-555-1606
719-555-1354
719-555-1641
719-555-2215
719-555-1270
719-555-2012

719-555-6295

719-555-6484
719-555-6365

719-555-6253

Court-ordered Total: 12

High school requirement

Name
Andrews, Tracey
Arnold, Leigh

E-mail Address
tracey.and@cervistech.com
leigh.arn@cervistech.com

Volunteer Participation Report by Custom Field Value

Primary Phone Alternate Phone

719-555-2040
719-555-1977

719-555-6568



1. This report is very similar to the previous report but it shows the work and tasks that the
volunteer is doing.
2. Click the level of detail that is needed and then choose Run Report.

Custom Participation Report
1. This report can be generated by choosing the type of volunteers, the events that were
attended, the level of detail and the custom field that needs to be reported.
2. When these have been specified Run Report can be selected.



Event Management Tab
Event Types (5:40)

1.

There are four types of events that can be specified within the software that all serve a
different purpose. The four events types are normal, time slot, service project and custom.
All of these events are used for different purposes however, they have very similar
features.

A normal event is created when all volunteers start and end at the same time and do the
same job.

A time slot event is created when people need to sign up for different shifts.

A custom event is the same as a normal event except different additional information can
be entered that is specific to the project or shift.

A service project event is used to track service hours for a project that doesn’t have
specific start and end times.



Add New Event
1. To create an event start by clicking on Add Event (5:45).

Event/Project Management

[
m Volunteer Management
1

i Add New Volunteer Add New Event

p Search / Manage Volunteer Database L Search /Manage Existing Events
&5 View / Manage Volunteer Follow-up @ Review Open Service Project Applications
[ ReportManagement a= Reservation Management

|;§' Event/ Project Sign-in Console

2. Then specify the type of event. The four types have been described in the previous
section.

* Indicates a required field

Event Type:* Mormal

Nomal

Time Slot
Custom

y Dervice Project

Event Name:*

Event Description:

g i - i - E E -, — =

ont Family ~ Font Sizes * [ <>

3. This will walk the user through the normal event, however, the other three types of events
require very similar information.

4. Create a name for the event and write a brief description.
Event Name:* | = -

Event Description:

- — 1 —

B 7 Y A~A-

i
l
i
il
.
i
)
i

2  FontFamiy =~ FontSizes

C_ D

5. Add event private notes and additional information if it is needed.
6. Enter the start and end date of the event as well as the number of volunteers that are
needed during the event.




Event Start Date/Time (ex. 1/M15/2016):* Date: Time: r b v
Event End Date/Time (ex. 1/115/2016):* Date: Time: r v r
Number of Volunteers Meeded:* (0 = Unlimited) | 0

7. Enter the meeting location and address.

8. Enter the event organizer and answer the yes and no questions based on preferences.
Event Organizer:* [§] yol

Event Secondary Organizer: [1] §ol MNone, - ﬂ,
Assign Managing Group:* [§] Mone ¥

Display Event Contact Information:* Event Organizer v

Allow Event Organizer(s) to modify Event No v

Details:* [§]

Notify Event Organizer(s) of Event No ¥

Registrations:*

Notify Event Organizer(s) of Canceled No
Registrations:*

Allow Waitlist When Registration is Full:* Mo r

9. Continue filling out the rest of the information based on the details of the event.

10. Once all the information has been filled out, click on Submit Event Details to post the
event online. The administrator can see this information by viewing the calendar. This
will be explained in the next section.



Search/Manage Existing Events
1. Click on the link to enter the event/project management dashboard (8:40).

[ ] [ ]
Volunteer Management D;E; EVEhﬂPrDjEI‘.:t Management
OE‘!' EEER
i Add New Vaolunteer Add New Event
p Search / Manage Volunteer Datahase @earch I Manage Existing Events >
&5 View / Manage Volunteer Follow-up g Review Open Service Project Applications
¢ Report Management o= Reservation Management

ﬁ;? Event/Project Sign-in Console

2. The screen will come up with a variety of options to search through events.

3. Under the standard options, the user can search by the event name, event keyword or
even add a new event.

Standard Options:

#® Event Mame
Event Keyword
Add New Event/ Project

L Search Event Database

4. To access the events, select the search method for the events on the left and enter the
name or keyword on the search bar on the right. Click Search for Event Database when it
is ready.

5. To add a new project or event, follow the same procedure that was described in the
previous section.

6. The advanced options are a little bit different than the standard options and can be more
complex.

@Advanced Options:
Advanced Search Options
Find Open Events (Default View)
Find Closed Events
Find My Events
Find Events with File Attachments

7. When clicking on advanced search options, it will bring up a window to search for many
different types of events.



Search for Events with this in the Event Name:

Search for Events with this keyword:

Search for Events in this Category:

®
Include sub-categories in search resulis CERVIS Demonstration Console
- Programs/Departments
— Administrative/Office
~ Community Outreach .

Search for Events of this Type:

Normal

Time Siot

Custom

Service Project

Quick
Search for Events with this event status

Gpen

Closed

Requested
Search for Events with this registration page
display status No

Yes-Open

Ves - Closed

Yes - Canceled

Yes - Coming Soon .
Search for Events with this “pinned" status

Yes

No
Search for Events with this Organizer:

@

Alice Perry — alice per@cervistech.com

Benjamin Morton — benjamin.mor@cervistech.com

Betty Jackson — bettyjac@cervistech.com

Bobby Paul - bobby pau@cenvistzch.com .
Search for Events between these dates: Start Date: End Date:

‘ P Search Event Database ‘

8. This feature allows the user to search for an event by name, keyword, category, type,
Status, registration page, “pinned” status and event organizer. All of the features that are
included under the advanced options on the previous screen can be searched for in this
location as well. Click search for event database when the qualifications have been
entered.
The last feature is the event listing. It can either be displayed in calendar or list view. The
list view is the default but the calendar view can be seen by selecting to display calendar
view.

lw) Display Calendar View

Event / Project Search Result Listing

Event Date & Time s  Event Name & Organizer $ Registration$ Status$ Category ¢
L0 NER D FrepstonTramng  KeMOMeAGamS®  10/10  Closed SUHOEEER Chlorac
2 mir:iézngo;Am et SOME®. Hubert French © 515 Closed Learning Link / Castle R
3 [uée&r:%2§_6é0;PM Library Desk Greeter ~ Katherine AdamsQ  1/Unlimited  Closed Erggll Desk Greeter/ Ca
4. E%r:%zg-aén‘noﬁm Library Desk Greeter ~ Katherine Adams 0 1/Unlimited  Closed Erggll Desk Greeter/ Ca
5. mﬁl’frﬁtﬂéug EUSM Elrgzla?;:;yoegtﬁaining Katherine Adams O 9/10 Closed ggﬁlr:;eg(iﬁ;t;&rglorac
A. ﬁg:zﬂéog gﬂgﬁ.ﬂ E:ggle??;goenmﬁaining Katherine Adams O 9/10 Closed ggﬁgfsegﬁﬁtiﬁﬁlmc
7 fﬁgzzézgséogpm Youth Mentor Training ~ Hubert French O 7/10  Closeg Mentorship Frogram/C

Rock



Review Open Service Project Applications
1. To access this tab, click on the third link under the Event/Project Management tab

(10:10).
] [ |

Volunteer Management .===1 Event/Project Management
mE EEER

i Add Mew Volunteer gﬂdd Mew Event

p Search / Manage Volunteer Database L Search /Manage Existing Events

&5 View / Manage Volunteer Follow-up <ﬁ Review Open Service Project Hpmitatiﬂnp

¢ Report Management a= Reservation Management

I;ﬁ’ Event/Project Sign-in Console
2. This is where volunteers can request to work a certain job or do a task during their
volunteer shift.
3. If the administrator wants to approve or disapprove the application, they must select the
small box to the left of the date and choose either approve or disapprove.

Service Project Application Listing

Application Date ¢ Requester Name $ Service Project Requested # Organizer Mame ¢ Notes
Apr 21, 2016 Bryant, Joshua O Office Work - Sep 19, 2015 - Dec 18, 2016 Fowell, Emily ﬁ

Send Automatic User Motification E-mail?| No ¥

: Approve Application *Eisapprwehpplication:}‘ Manage Selected Volunteers ‘

4. Choosing to manage the selected volunteers will bring the user to the VVolunteer
Management Dashboard which was discussed in the volunteer management section.




Reservation Management

1. Access the reservation management page by clicking on the link that is under
Event/Project Management (11:00).

MAdd Mew Event
J Search /Manage Existing Events
gy Review Open Service Project Applications

a= Reservation Management

g? Event/ Project Sign-in Console

2. Create a reservation for a volunteer for a certain event by entering a registration code in
the first box and description underneath it.
Reservation Management

Reservation Code:

Reservation Description:

Reservation Contact:” [1] |p lame Looku H - -

Reservation Group §
Association: | MNone

| + Create Reservation ‘

3. Next enter the reservation contact. This will search the database for the person that will
be contacted. Enter the group association if there is one and then select Create
Reservation.

Reservation Management

Reservation Code: ‘ |

Reservation Description: ‘ |

Reservation Contact:* [f] ‘P lame Looku || .- 1

Reservation Group §
Association: ‘ MNone

d »/ Create Reservation >

4. Underneath this feature, there is a reservation listing. The user can click on the small gray
box to the left of the name and choose to manage update or delete the reservation.
Choosing manage allows the administrator to assign a volunteer to an event.




Reservation Listing

Reservation Reservation Reservation Reservation Group

Code Description ltems Contact Association
o a chank Community Bank Employment Partnership Program 3 Community Bank
¢ i stichns2015 Reservations for St John's Catholic School Parents 3 5t John's Catholic School
Bd targetserves  Target Employee Partnership o

Target Employees

3

anage Selected Reservation ‘ Update Selected Reservation ‘ | Delete Selected Reservation|s) |

5. Enter the required information and select Assign Event to Registration.
Reservation Assignment Dashboard

Reservation: targetserves -- Target Employee Partnership

Event Date - Name: ‘ Please select an event below: ¥

Number of slots to Reserve: ‘

‘ +/ Assign Event to Reservation

6. Choosing to update the reservation allows the user to change anything from the original
reservation.



Event/Project Sign-in Console

1. To access the sign in console click on the last link under Event/Project Management
(12:20).

ss=l Event/Project Management

=]
HEEN

(&) Add New Event

B Search /Manage Existing Events

gy Review Open Service Project Applications
&= Reservation Management

&% Event/ Project Sign-in Console

2. This feature allows the administrator to sign in and sign out volunteers and groups. The
screen will display the volunteers that are currently signed in.

6:10:45 PM

Volunteers / Groups Currently Signed In to an Event / Service Project

Volunteer { Group Name Event / Project Name Sign In Time Action

Charlene Bridges Sorting Canned Food Donations Apr24, 2016 9:00 AM Sign Out ﬂ
Elisa Mcdaniel Sorting Canned Food Donations Apr24, 2016 8:01 AM Sign Out m
Greqg Hodges Sorting Canned Food Donations Apr24 2016 &:59 AM Sign Out m
Heather Foster Bﬂi‘;?rii';uizﬁd Pantry Food Apr 24, 2016 7:02 AM signout | | M
Jackie Fletcher ’B”i‘;?rii';uizﬁd Pantry Food Apr 24, 2016 6:55 AM signout || M
Joshua Bryant Mabile Food Pantry Food Apr 24, 2016 7:04 AM signout ||

Distribution

Volunteers Currently Signed In: 6

3. Simply click on sign out to sign out the volunteer.

Volunteers / Groups Currently Signed In to an Event / Service Project

Volunteer ! Group Name Event / Project Name Sign In Time Action

Charlene Bridges Sorting Canned Food Donations Apr2d, 2016 9:00 AM

Elisa Mcdaniel Sorting Canned Food Donations Apr24, 2016 8:01 AM




Attribute Management Tab
Interest Category Inventory Management
1. To access this tab, click on the first link under Attribute Management (12:55).
E.- Attribute Management

e e e TS
oo Skill Inventory Management
}t Equipment Inventory Management
m Availability Inventory Management
48 Group Management
L) Require Verification of Volunteer Information

L) Reset Liability Waiver/Medical Release Status

2. The user can start by creating a new category or look at the already existing category
below.

3. To create a new interest category, start by entering a name, a contact for the category and
then select a parent category.

* Indicates a required field

Interest Category Name:*

Interest Category Contact:* [5]

Parent Category:*

| CERVIS Demonstration Console @
Interest Category Selectability:* |

L

| +/ Add Interest Category |

4. Enable or disable the interest category selectability and click Add Interest Category.

* Indicates a required field

Interest Category Name:* | |

Interest Category Contact:* [I] |p Mame Lookup || -
Parent Category: | CERVIS Demonstration Console v
Interest Category Selectability:*
Enabled +" Add Interest Category |
" isabled
< Main Dashboard




5. Below is the inventory of interests. The user can check the gray circle on the left and
make one of three choices. They can remove the selected category, update the category or
show volunteers with that interest.

PP PLAR Castle Rock Julie Hill 0 i
PP PLAR Colorado Springs Julie Hill O
PP PPLRAK Colorado Springs Downtown Julie Hill O i
PP PPLRAK Colorado Springs North Julie Hill 0 i
PP PPLRAK Colorado Springs West Julie Hill O
PP PPLRAK Monument Julie Hill O
[ DLAR CERVIS Demonstration Console - Private

L Remove Selected Category Epdat& Selected Catego§| giow\iolunteers with Selected Interes§

6. Selecting Show Volunteers with selected interest will show a list of the volunteers who
share that interest.
7. The user can also take one of four in the actions column.

Links Actions Interest Category Interest Category Contact
DLRR CERVIS Demonstration Console

e"*"’e"*'" Programs/Departments Julie Hill O i

8. The user is able to search for all the volunteers with this interest, volunteers who only
show this interest or volunteers who do not show this interest. This will produce a list of
volunteers in the window.

Volunteer Search Result Listing

Actions Name « E-mail Address & Pri Phone ¢
1. o P B OEF Adams, Katherine katherine adag@cervistech.com 718-555-2159
2. aPs B O Alexander, Lois lois.ale@cervistech.com 7189-555-2327
3. aly B OE Andrews, Tracey tracey.and@cervistech.com 719-555-2040
4. aPa B O Amold, Leigh leigh.arn@cervistech.com 719-555-1977
. - Wer-4="o)l- 4 Bailey, Brandon brandon bai@cervistech.com 970-555-1012
6. aPAE OED Baker, William william bak@cervistech com 970-555-1109



Skill Inventory Management
1. To access the skills management tab, select the second link under the attribute
management header (14:50).

=- Attribute Management

<% Interest Category Inventory Management
}f Equipment Inventory Management
@ Ayailability Inventory Management
2 Group Management
L) Require Verification of Volunteer Information
L) Reset Liability WaiverMedical Release Status
2. The user can first add skills at the top of the page. Enter the skill code which can be
anything the user wants. Then add the skill name and description and click Add Skill.
Skill Management

* Indicates a required field

Skill Code:*

|
Skill Name:* | |
Skill Description:

o

| +" Add SKill |

3. On the bottom of the page, the user can search for volunteers with specific skills very
similarly to the attribute search.
4. Select the box on the left and choose to remove skill, update the skill or show volunteers
with the selected skill.
Jajeye] 3040 ~-Moving

PRI 3050 —Painting

- AP e, :
Remove Selected SKilLJL Update Selected Ski how Volunteers with Selected SKi
g | et e — |

5. The user can also take three actions using the icons to the left of the code.




@"r 0020 —~Managing People

6. The first searches all of the volunteers with that skill, the second searches for volunteers
who only have that skill and the third searches the volunteers who don’t have that skill.
Click on the icon to produce a list of the desired volunteers.



Equipment Inventory Management
1. Access the Equipment Inventory Management page by selecting the third link under the

Attribute Management header (16:00).

L 1|
u Attribute Management

1
+ Interest Category Inventory Management
o SkKill Inventory Management
B Availability Inventory Management
4 Group Management

£) Require Verification of Volunteer Information

L) Reset Liability WaiverMedical Release Status

2. Enter the equipment code, name and click Add Equipment to add it to the database.
Equipment Management

*Indicates a required field

Equipment Code:*

Equipment:*

| »" Add Equipment |

3. This inventory is set up the same as the Skill Management inventory.
4. Click on the gray box and then choose either Remove, Update or Show Volunteers with
Selected Equipment.

Equipment Inventory

Actions Code Equipment
Jejeyel 0001 Hammer

L Update Selected Equipmen

Hemove Selected Equipment £ Show Volunteers with Selected Equipment G2

5. There are also three icons under the actions column that can be selected. They can search
for the volunteers with the equipment, volunteers only with that equipment and
volunteers that don’t have the equipment.



Actions Code Equipment
0001 Hammer

6. This brings the user to the list of volunteers. Simply click on the icon to view the list.



Availability Inventory Management

1. To access the Availability Inventory Management, click on the link under the Attribute
Management column (16:20).

L |
ae% Attribute Management

“ Interest Category Inventory Management

ot Skill Inventory Management

}f Equipment Inventary Management

4 Group Management

£) Require Verification of Volunteer Information
£) Reset Liahility WaiverMedical Release Status

2. At the top of the screen is the place to add availability.
3. Create a code, name and description if necessary and click Add Availability.

Availability Management

* Indicates a required field

Availability Code:* |

Availability Name:* | |

Availability Description: ‘

A
— |
- +/ Add Availability ?
i TN ettt

4. Underneath is the Availability Inventory. This is the place to search for volunteers that
are available at certain times and on certain days.

5. Check the box next to the availability and either Remove, Update or Show Volunteers
with Selected Availability.



LLL 0011 Weekdays - Afternoons

LLL 0012 Weekdays - Evenings
PLRA 0013 Weekends - Mornings
LLL 0014 Weekends - Afternoons
LLL 0015 Weekends - Evenings

— ===

— | _—
Remove Selected Availability 3k Update Selected Availability _Mgshow Volunteers with Selected Availabjlild
—— | | ———

6. The user can also make one of three actions under the actions column. The options search
for all volunteers that are available at that time, volunteers only available at that time and
volunteers not available.

(0 Q5 0001 Sunday
Jajelye] oooz2 Monday
Jajelye] 0003 Tuesday
7. Click on the desired outcome and a list of volunteers with this availability will appear.
Volunteer Search Result Listing Se Sz =-
Actions Name ¢ E-mail Address ¢ Pri Phone #
1. alAxE O Allen, Benjamin benjamin all@cervistech com 970-555-1158
2. ALK E O Allen, Jean jean alli@cervistech.com 719-555-2271
3 ALK E O Andrews, Tracey tracey and@cenvistech.com 719-555-2040
4. ALK E O Bailey, Brandon brandon bai@cervistech.com 970-555-1018
5. ALK E OED Baker, William william bak@cervistech.com 970-555-1109
6. ALK E O Ball, Ana ana bal@cervistech.com 719-555-1907
7. ALK E O Barnes, Teri teri bar@cervistech com 719-555-2019
3 ALK E O Bell, Annie annie bel@cervistech.com 719-555-1312



Group Management
1. To access the Group Management tab, click on the link under Attribute Management
(17:30).
|
[ )

Attribute Management

% Interest Category Inventory Management
o Skill Inventory Management

;{ Equipment Inventory Management

() Availability Inventory Management

M Group Management

L) Require Verification of Volunteer Information

L) Reset Liability WaiverMedical Release Status

2. At the top of the page, the software allows the user to search the database. Search by
group name, leader name or Add a new group. Select the option by clicking on the circle
and then type in the search bar. Click Search Group Database.

rﬁ Standard Options:

OGruup Mame
Group Leader Name

Add Mew Group |

P Search Group Database |

3. Under the advanced options the user can choose to Find All Groups or Find My Groups.
Click on the circle next to the option to view the lists.

rﬂnhdvanced Options:

O rina All Groups

Find My Groups

4. Below the search bar is the Group Inventory. There are various actions that can be taken
here.
5. Select the box to the left of the actions and then choose to Update, Manage, Show

Members, Show Leaders or Remove the Group.
&5 LR Target Employees Barbara Johnson O Barbara Johnson O &8

@I ey eye) Tau Beta Pi - Colorado Springs Chapter Geoffrey Barrett O % Bruce Anthony 0O i
L
6. Under the actions column there are five icons. Simply click on the icon to view the

desired screen.
7. The first icon is to manage the group. Click on this to bring up several more options and
manage the group.



Group Management for Law Enforcement

4t View/Update Law Enforcement Group Information Group Motes:
‘ ) Add Group Note

% Register Law Enforcement for an Event

L View Events Law Enforcement is Registered For Mo Motes Listed.
@Addwiew Service Project Hours for Law Enforcement
4 View/Update Volunteers assigned to Law Enforcement

g View/Update File Attachments for Law Enforcement

8. The next icon is used to register the group for an event. Clicking on the icon will allow
the user to register the group for an event by entering certain information. At the bottom
of the page is the list for the registration history.

Group Name: First Baptist Church
Event Date - Name: | Sep 23, 2015 - Dec 22, 2016 - Office Waork ¥

# of Group Participants: | |

Registration Note: [1] |

| +/ Register First Baptist Church for this event ‘

Display activity between these dates: Start Date: | 04/25/2015 = | End Date: ‘ 04/25/2017 = ‘ | Filter History

[ME] =Mermal Event  [TS] =Time Slot Event  [QE] = Quick Event [SP] = Service Project  [CE] = Custom Event

Event / Project Registration History (04/2!

Event Date & Time & Event Name % Orpanizer ¢ Category Notes

Total Service Hours:

9. The next icon is used to search for the list of volunteers that are in this group. Click on
the icon and a list of the volunteers will appear.

Volunteer Search Result Listing £z =z =
Actions Name = E-mail Address ¢ Pri Phone ¢
1. APy E OE Alexander, Jeffery jefiery.ale@cervistech.com 719-565-1627
2. aAPKE OE Anderson, Catherine catherine.and@cervistech com 719-555-2194
3. ¥ oWl 4 Anthony, Bruce banthony@cervistech.com 885-549-3601
4. alNE O Arnaold, Leigh leigh.arm@cervistech.com 719-555-1477
5. aPNE OE Barnes, Teri teri.bar@cervistech.com 719-555-2019
6. F-WeF-4--No)l- 4 Brooks, Damon damon. bro@cervistech.com 719-555-1571
T. APKE O Butler, Annie annie. but@cervistech.com 719-555-1914



10. The next icon can be used to search volunteers that are only involved in this group. This
will produce a list of volunteers similar to the previous icon.

11. The last icon is used to search for volunteers that are not in this group. Clicking on this
link will also produce a list very similar to the previous two icons.



Require Verification of VVolunteer Information

1. To access the Require Verification of Volunteer Information screen, click on the link that

is located under the Attribute Management tab (18:55).

=_ Attribute Management

* Interest Category Inventory Management

o2 Skill Inventory Management

}f Equipment Inventary Management

m Availability Inventory Management

4 Group Management

£) Reset Liahility Waiver/Medical Release Status

2. A screen will appear that includes red lettering. Click Yes, Proceed with Reset to reset
the volunteer information.

Require Volunteer Verification

Are you absolutely certain that you want to reset this value within CERVIS? Resetting this value will require that all Volunteers verify their

information in CERVIS prior to registering for an event. This process is very simple and will be presented to the Volunteer during
registration.

g +" Yes, Proceed with Reseg | ¥ No, Cancel & Return

3. This will require all of the volunteers to update their account information.




Reset Liability Waiver/Medical Release Status

1. To access the Reset Liability Waiver/Medical Release Status page click on the final link

under the Attribute Management tab (19:25).

L
u Attribute Management

1
* Interest Category Inventory Management
ot Skill Inventory Management
}t Equipment Inventoary Management
m Availability Inventory Management
4 Group Management

£) Require Verification of Volunteer Information

Feset Liability WaiverMedical Release Status

2. Red lettering will appear above the two actions that can be taken.
3. Click Yes, Proceed with Reset to reset the liability waiver.
Reset Liability Waiver/Medical Release Status

Are you absolutely certain that you want to reset this value within CERVIS? Resetting this value will reset all Volunteer accounts to a
status of not having completed a Liability Waiver/Medical Release. This should only be done if you require periodic recompletion of the
Liability Waiver/Medical Release.

g Yes, Proceed with Reseg§| X Mo, Cancel & Return




System Management Tab

Change Password

1. To change the password for Cervis click on the link under the System Management tab
(19:45).

} System Management

& Change Password

ﬁ Edit System Configuration

[y volunteer Data Import

§ File Management

€ CERVIS Customer Support Tool
BB View System Log

[3 CERVIS User Manual

2. Enter a new password in both spaces and select change password.

Mew Password: | |

Confirm Mew Password: | |

Password Strength: Too Short

I @ Change Password I



Edit System Configuration

1. Edit the system configuration by clicking on the link under the System Management tab
(20:00).

} System Management
& Change Password

L %) Edit System Configuration

[y volunteer Data Import

f) File Management

£ CERVIS Customer Support Tool
BB View System Log

|3 CERVIS User Manual

2. Click on the upside down triangle located next to the title to reveal the information that
can be changed.

Grganization Information

¥ System Settings

3. Once the information appears, edit the text that needs to be changed and select Update
Configuration.

Primary Organization Contact Name: [i]

| Volunteer Contact |

Primary Organization Contact Phone: [i] | 888-549-3601 |

Primary Organization Contact E-mail: [T | info@cervistech.com |

Link to Organization Event Registration Page: |1|| hitps-/

[fwww.cervistech.com/acts/console php?console_id=0200&console_typ
< Main Dashboard ‘ E!Edate Configuratioii

4. The changes that are made will appear throughout the software.




Volunteer Data Import

1. Access the Volunteer Data Import click on the link under the System Management tab

(20:30).

System Management
& Change Password

4 Edit System Configuration

L [+Y volunteer Data Import

f File Management
& CERVIS Customer Suppaort Tool
BB Vview System Log

L‘; CERVIS User Manual

2. Follow the steps that are listed on the screen to import the file. Once the steps have be
completed select the down arrow next to the options and specify each category.

Processing Mode:
Import Mode:
Import Update Key:
Error Handling:

Import File:

0

L

' |

Require Error Correction v

Choose File ||'.:.:+E-++:t+:z |

You can upload .csv files only and the files must be less than GMb in size.

Import Data Into CERVIS |

3. Lastly, select Import Data into Cervis to import the data.

Error Handling:

Import File:

Require Error Correction ¥

Choose File ||'.:.:;_:-+;_:-.;_:: |

You can upload .csv files only and the files must be less than GMb in size.

Import Data Into CERVIS |




File Management

1. Access the File Management tab by selecting the link under System Management
(20:50).

} System Management
@ Change Password

4 Edit System Configuration

[y volunteer Data Import

LWy File Management

£ CERVIS Customer Support Tool
BB Vview System Log

[3 CERVIS User Manual

2. The user can upload a new file to the database by selecting Choose File, click on the file
and choose Upload New File Attachment.

Select File Attachment: .

You can upload .doc, docx, ppt, ppte, i, =I5, =lsx, .csv, .msg, jpg, jped, png,
.Qif, .rif and _pdffiles only and the files must be less than 3Mb in size.

pload New File Attachment (199.52Mb Remaining |

3. The user can also view the file database below. There is a list of files that are currently
being managed.

4. Select the gray box on the left hand side and then Open Selected Attachment or Remove
Selected Attachment.

Files Currently Managed for Demo

File Attachment Name File Upload Date File Size
0 ¢ Volunteer_Handboolk. pdf Apr 25 2016 285.36 Kb
¢ CERVISLogoZ2 png Apr 25 2016 TT9KDb

¢i Open Selected AttachmenS Hemove Selected Attachment(s]J |



Cervis Customer Support Tool
1. To access the Cervis Customer Support Tool click on the link under the System
Management tab (21:20).

} System Management
@ Change Password

ﬁ Edit System Configuration
[ volunteer Data Import

f File Management

BB View System Log

E-} CERVIS User Manual

2. This will launch a new window that contains various options for the user to get help.
3. At the top there is a search bar which can be used to search any keywords about the issue.

CSearcn

4. Under the search bar is a variety of User Manuals and information documents that
explain in further detail about the features of the program. Click on the document that
may answer questions pertaining to the problem.

Official CERVIS Support »

Knowledge Base & Forums

Support Knowledge Base (1 :34@ CERVIS System Updates | ‘@
Bulk increment time slot date CERVIS v&5 2.0 Software Update (Oct 23, 2015)
Troubleshooting volunteer failed login problems CERVIS v5.0.0 Software Update (May 23, 2015)
Mame tag /address label sizes CERVIS v4.1.0 Software Update (Dec 13, 2014)
CERVIS User Manual _® Announcements | @
CERVIS User Manual Table of Contents All for Good Mational Volunteer Cppaortunity Listing

Add New Volunteer
Searching the Volunteer Database

5. On the bottom of page there are a few links that allow the user to view future requests.
Click on the double arrow pictured below to access the full list of documents.



Feature Requests (1 =IIE® User Feedback (0) »

Reoccurring Events Mo topics found - Add Aricle =
Allow volunteer to export volunteer event info to ele

Volunteer Calendar View to Match the Admin Cale

6. These documents are exceptional tools and will help the user to better understand all of
the features in the software.



View System Log

1. To View the System Log, click on the link that is located under the System Management
tab (21:40).

} System Management
@ Change Password
ﬁ Edit System Configuration
[y Volunteer Data Import
f File Management
£ CERVIS Customer Support Tool

£ Bl View System Log

|:'-‘1, CERVIS User Manual

2. This log contains a list of successful sign ins for the volunteers. The date, time and event
name will appear in the chart when there is a successful log in.

3. Edits cannot be made to the system but the user can search the database.

4. Search the database by typing in the search bar and then selecting Search System Log.
The successful log in will appear.

‘ ,g Eearch System LD;?
System Log Events

Date/Time System Log Event
1. 04425/16 09:31:33 -= Successful sign in for demoe@cervistech.com with Administrater Access from 96.39.97.205

[1]

Results 1 -1 of 1 - Results Per Page: 100 | 500 | 1000



Cervis User Manual

1. Access the Cervis User Manual by clicking on the link that is under System Management
(22:00).

} System Management
@& Change Password
) Edit System Configuration
Ej Volunteer Data Import
§ File Management
& CERVIS Customer Support Tool

B View System Log
@ERVIS User Manual >

2. This will launch a new window that is the table of contents of the user manual. Click on
the link that will satisfy the question or needs that may exist.

CERVIS User Manual Table of Contents

“== | CERVIS Customer Support
posted this on August 10, 2012, 17:20

Volunteer Management

o Add New Volunteer

« Searching the Volunteer Database
« Managing the Volunteer Database
« Report Management

« Reservation Management

Event/Project Management
« Add New Event

» Different Event Types

s Search/Manage Existing Events

« Review Open Service Project Applications

« Send E-mail to Multiple Event Participants

« View/Print Summary Report for Multiple Events

Attribute Management

s [nterest Category Inventory Management

« [nterest Category Overview
« Add Update or View Interest Categories

3. On the right of the page is the Knowledge Based and Forum Features. There are various
options to choose from or use the search bar.



4. In addition, Cervis has an excellent customer support system and the contact information
is located in the top right corner of the screen.




