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As part of our commitment to continuously update and enhance our Fundraising system, we have recently made the following

enhancements to the Frontstream Fundraising Pro platform.

Volunteer Management

We are pleased to announce that the ability to post volunteer opportunities for your event and have users sign up for them is now

available.

Within an Event/Campaign event, you can now create and manage volunteer opportunities. To help you understand the concept,

throughout this document we will use the scenario of a walk or run event where we need volunteer to fill different positions. The

positions are:

o We need 10 volunteers on the event date from 7am to 9am

Course marshals

o We need 20 volunteers on the event date from 9am to 12pm

Finish area marshal

o We need 10 volunteers on the event date from 10am to 2pm

Assist with marking the course

To create the volunteer opportunities in our Event/Campaign, we will first need a project. Projects are the volunteer opportunities

that will be displayed on the vent home page.

Creating a Project
1.

2.
3.
4

Now that we have created a project, we need to create a time slot.

From the administrator console, go to the Event/Campaign that you want to create volunteer opportunities for.
From the left menu options, click on Volunteer Management.

On the Volunteer Management page you have the option to add a project. Click Add to create a project.

Fill out the form and click Save.

Project Tithe:

Description:

Location

et

Contact First Name:

Contact Last Name:

Contact Email:
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Creating a Time Slot
1.

2.
3.
4

Repeat the steps covered above to create additional projects and time slots.
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To create a time slot click on Add from the projects page.
Select a date and time.

Specify the number of volunteer openings.
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Select if the time slot is available for signups. The option is important as this determines if the time slot appears on the
Event Home Page. If there are no available time slots (all are set to no) then the project will not appear on the Event Home

Page at all.
Click Save.

Cronte / Edn  Vime Siot

Date / Time: 26/06/15 S100am to :100pm
Number of Cpenings! 20 .
Should this time sict be available for signups® @ Yas Mo *

| Save |

Viewing and Registering for a Volunteer Opportunity

Now that we have created our projects and time slots, they will be visible on the event home page. Users can browse through the
different opportunities and sign up for them.

Registering is simple. Just click on the Sign Up button next to the and fill out the form.
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New Participants:

Returning
Participants:

Uramame
Password
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Support This Cause

Make » Drect Denation
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Snarch

WELCOME!

Lorem (pyum dclor Ut amet, conuectetur adipncing ot Donec alquet factiniy posusrs
Prom muttis pormiinos tellus vof wipulate. Prassent & matiis nisl. Maecemsas Cursas
convallis leo. Cras puieo aulla, consaflis vitae scelerisqee ac, fobores ar eran, imeget
rempor eiit erat, Suspendisse uitnces lous metus, 2 rhgaces lectus cenvalls hnibus,
Done: sw molis mi, nos lnbors ame. Sed vitae ullancomper mi, Vewsthedum slefend,
Purus ned aliguam ccormsan, Mmaunis lectus pocnoe quam, ul fermestum est urna sl
amet sem. Phaselus pohvindr avs! 2 sulla 520a11s Mokestie

Volunteer Opportunitics

Are you mtereyted in volumteening for ther avess? Selow 1 4 it of svatlable voluntesr
OPPOrLUnities Thal you can reguter for.

Avuint with Marking the Courve
Course Marshaly

Descripton Marshals wil be sTatomed ar vanaus INTeSeCtions and key pomts
throughout the race cowse 10 make sure Al participants make the
cperact tumy, Exsyce parmCIpants sty on cosne and have 2
succensful, safe avent,

Location 159 Spading Avense
Toroneo
MIM INI

Date and Time  Frday, Jene 26, 1015 09:00 AM - 0700 P m

The Great Event
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The Great Event

Course Marshals

Maruhads woll Do SEaDoned & varous SHe seCDons dnd ey pomiy througboul the rats

Courss o make bure all

participares make the cormmcs ferme. Enaume parscipants stay on cowss and have o socowasiul, safe weent.

Lotation: 235 Spadne Avenus, Tarsma, MIM 1M1
Pate and Time: Friday, June 36, 701% 05 00 AM - 07 00 M

Pleaae Bl cut all iy,
Contact nformation

Fitst Name
Last Narme
Fhpne Nembed

Emad addvess

Upon successful registration, the user will get a registration successful screen

. From there they can click Done.

You are able to edit the look and feel of all the client facing pages above. You can do this in the Edit Content options for Event

Home Page and in the Other section of content.

Tracking Registered Volunteers
To see who has registered for a volunteer opportunity

1. From the administrator console, go to the Event/Campaign that you want to create volunteer opportunities for.

2. From the left menu options, click on Volunteer Management.
3. Click on the project and then the time slot. On the time slot page, the registrants will be listed.

" Denckes recured irdormation

Crumte / Pt A Tiwe Slot

Oate / Time 26008/15 7100am

to 12:00em

Number of Qpenings: 14
Shoud the bme ot be svadatia for ngnups? @ Yes N

Savs
Regntrams
First Name Last Name Phone Number
Henry Thamas 418-087.2118
john Wayne 4165671111
Mictasd Jzezlan {%41) 724.3010
P Pattersen 123.456.78%)
Mugic Izhracn {123)133- 134
Josn Dondoson 416-987-1111

Emall Address
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Notes:
e  Volunteer Management is only available in English. French is not supported.

e Volunteer Management is only available in North America.

Deleting a Registrant
1. From the administrator console, go to the Event/Campaign that you want to delete the registrant from.
From the left menu options, click on Volunteer Management.
Click on the project name you wish to delete the registrant from.
Click on the time slots date and time you wish to delete the registrant from.
Click Delete on the registrant you wish to delete.

vk W

Registrants

Export To C5V

First Name Last Name Phone Number Email Address

TestSignUp3 TestSignlp3 (123) 123-1234 s@j.pp Delete
TestSignUpl TestSignlpl (123) 123-1234 s@h.ll Delete
TestSignUp2 TestSignUpl (123) 123-1234 d@h.oo Delete

6. Click Yes on the question “Are you sure you want to delete the registrant?”

Delete Registrant x

@ Are you sure you want to delete the registrant?

Yes | Mo ‘

7. Registrant is now deleted

Export a Time Slots Registrants to a CSV File
If you wish to export the list of volunteer registrants in a time slot follow the steps below:

From the administrator console, go to the Event/Campaign that you want to export the CSV file from.
From the left menu options, click on Volunteer Management.

Click on the project name you wish to want to export the CSV file from.

Click on the time slots date and time you want to export the CSV file from.

Click Export To CSV.
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Registrants

Export Ta CSV

First Name Last Name Phone Number Email Address

TestSignUp3 TestSignUp3 (123) 123-1234 s@j.pp Delete
TestSignUpl TestSignUpl (123) 123-1234 s@h.ll Delete
TestSignUp2 TestSignUpl (123) 123-1234 d@h.oo Delete

6. CSV file will start downloading automatically.

Volunteer Registration Confirmation Email
You can enable a “Volunteer Registration Confirmation” email which will be sent to volunteer registrants.

To enable the email, in the administrator console go to Emails page for your event and place a check mark next to the “Volunteer
Registration Confirmation” email.

Organizational Messages to Individual Registrants: (-]
Registration Confirmation - Online (You've registered online)

# | Volunteer Registration Confirmation Default Content

Admin Notification - New Volunteer Registrant Email

You can also receive an admin notification any time a volunteer registers for a time slot. To enable you must fill out the
“Administrator Recipients” portion of the email and save. Any registered volunteer will send an email to the Administrator
Recipients.

Organizational Messages to Administrators e

Admin Neotification - Order Confirmation

¥ | Admin Notification - New Volunteer Registrant

Administrator Recipients (separate multiple emails with semicolons)

Additional Attachments

Choese File | Mo file chosen

Show Additional Options

Save Go Back
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