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Introduction

Overview of VoltrakWeb

VoltrakWeb has been designed to be a menu driviabdse manager specifically for volunteer orgaiunat
Except for several setup procedures, users doawat to design informational needs or format repditie data
being tracked, and the lists and reports that \eaéadble, are a result of 25+ years of experierroiding
software for volunteer groups, and conscientiolistgning to users and incorporating their suggesti Ease
of use has always been a prime concern.

In this version, even more effort has been put de&eeloping a system that is still comprehensiwe sb easy
to use that on site training is not necessary.vArfenutes are required to read through this matagarn

most of the routines of VoltrakWeb, and trainingpe and online) is always availabfebasic knowledge of
Windows fundamentals is expected how to use a mouse, drop down boxes, and o#sec Bkills that appear
in almost all software products for Windows.

This manual will first cover basic concepts of tisat apply to all screens, and secondly concentratgpecific
areas or functions of the software, such as thed@dimg System.

You do have Benan System’s permission to edit theual for your own personal use. Note that thisudzent
has an embedded index system; adding text may etthrgndex paging system. This system should {beiite
if significant text has been added or deleted. (®e® Microsoft Word Help System.)

Read theGetting Started section of the manual carefullyre initial setting up of VoltrakWeb properly
is very important. Also, this section explains the use of certairiufiesss such as the Add/Remove box, drop
down lists and drop down calendars. Understandavg VioltrakWeb was designed, and learning basic
operational features, will allow you to use anytdr/oltrakWeb with little or no training.

VoltrakWeb uses eelational database to conserve capacity, provide interaction betwabfes, increase
flexibility and reduce redundancy. Over 40 diffar&ables are used to make up the VoltrakWeb dagaléise
import aspect of this structure is for trackingtagr information, like work areas, and is basedCade Tables
having a number and a description. Work areastample, are used in over 8 different tables. Ratian
have the name of the work area distributed ovesethiables, a ‘code file’ is used to track the waméa by a
unique number and description. It is the numberdpaears in all the related tables, not the detson.
Similarly, each volunteer has a unique key idetdiion number; information related to a volunteesupport
tables is identified by this uniqgue number from piienary volunteer table.

Code Tables must be handled carefultyonce an entry is made and used in the dataliag®uld not be
removed without understanding the consequenceswttie other tables are affected. Descriptions,dvawn
can be changed for spelling errors, as long aadhedescription still describes the original. @sihan
Systems if there is any question on changing exjstode file entries. Once the information is esdgiGetting
Started, VoltrakWeb Setup, below) using a numberdescription, you will only see the description fo
subsequent use; VoltrakWeb, however, uses the nu@berecting a description does not affect thekirag
systems, but changing or removing a number wilstiically alter tracking information.

Code tables are used for:
=  Work Areas
* Volunteer Types
= Volunteer Status



Languages

Skills

Medical Tests
Training Programs
Referral Sources

Support is available (Monday through Thursday, 7 to 4 figcat 800-865-8725. On-line support is also
available (info@voltrak.net). VoltakWeb’s suppatimcluded in the lease fee. Unlimited 800-supfsort
available for short questions; extended trainirgs®ms can be set up by calling Benan Systemsdedisling
a date, time and number for us to call. Theseitrgigessions are unlimited and at no charge. Skevtrar
email addresses will be added in the future tcebelitect your inquiry.

Contact Information - Check the last section of this manual for upsl&beour contact information.
Voltrak is a registered trademark of Benan Systehts.
Windows is a registered trademark of Microsoft @ogpion.

Other product and company names mentioned hergjhtrbe the trademarks of their respective owners.

© 2011 Benan Systems LLC. All Rights Reserved.



Gelting Started

Installation of VoltrakWeb

VoltrakWeb has been installed for you on an SStifeest SQL server. All clients use the same appiag so
any revisions are immediately and automaticallyilalsge to all users. Client databases are trackegblr
account number.

Requirements to run VoltrakWeb:
1. A hi-speed internet connection must be availaljegd of screen presentation will be directly
related to the speed of your internet connection
2. Pop-blocker settings must includevw.VoltrakWeb.comas a trusted site
3. Compatibility View Settings should have ‘Displayemet sites in Compatibility View’ checked if
calendar drop downs appear transparent

To add an iconto your Windows workplace, you may use one ofermsygested methods (there are others).
Change the instructions accordingly if you havéalad VoltrakWeb on any other directory than Codham
Files\VoltrakWeb. On some computers the instalfapoogram will provide a shortcut for you.

Right click any blank area on your desktop

Select New

Click on Shortcut

Enter ‘www.VoltrakWeb.com/Client’

Click Next

Enter ‘VoltrakWeb’

Click Finish

Drag and drop the shortcut to a new location o gesktop

ONoGk~WNE

VoltrakWeb Setup

There are certain setup procedures that are rebareave VoltrakWeb operational; others may bepeted
at a later time. Most of these are also coveratetail under the Setup and Utilities section ofrirenual. If
you are unfamiliar with any of the special featuné¥oltrakWeb, like Add/Remove or drop down Calars]
please read the section beldvgltrakWeb Conventions.

Required setup entries -Before any volunteer can be entered, these nettrémamust be completed (Setup
and Utilities):

Volunteer Types— up to 10 volunteer types may be used. Thesgearerally groups like Adults, High School,
College, and Community Service that representythe bf volunteer, not where they work. The voluntgpe

is automatically entered in each work hour recbat s posted. In addition to being available &tex to

many lists and reports, work hours are also bralemn by volunteer type in both Month and Year Egplorts.

Volunteer Types must be entered before entering fp@i volunteer record. Up to ten types may btessd; at
least one is mandatory. Types are used to:

= Identify a volunteer group, such as Teens, Col®ielents, Adults, Community Service, etc.

= Separate work hours for Monthly and Year End Repedmmary hours and work area hours

6



= Serves as a filter for many reports, such as vekmlists
» |s automatically ‘attached’ to all work data pogsn

Types may be added at any time. However, onceaisypntered, assigned to volunteers and work hours
posted, this type should not be remaviéis not recommended to use Volunteer Typesl¢atify work areas.

To enter Volunteer Types, select Code Files, theluMeer Types. To add a record, pressttbetton on the
‘Nav Bar.” Enter a number (1-10) and descriptionhef type.

Volunteer Status — there are pre-loaded entriisisncode file — Active, Inactive, OnLeave, Residaad
Pending. These may be changed EXCEPT for Activaldaiumber 1); Active is used to limit volunteers
signing in to only those on Active status.

Default Settings

Several options are available for client accessamadivailable under Setup and Utilities:
1. Manually posting hours default can be set by tinedt or bulk hours (Main Menu, Work Data, Post
Work Data)
2. Search default can be set to search by numbestndane
3. Volunteer sign in can be set to allow all volungeer only those on Active status to sign in

User Passwords

Passwords may be assigned at any time using theeMRassword that was installed for you by Benan
Systems. It is highly recommended that all usergiben their own password (not volunteers signimgand
that the Audit Log be enabled (Setup and Utilities)

A special password should be set up for the vokmgggn in terminals that has ‘Sign In’ rights; udehis
password will limit access to only the sign in nienpad. ‘Activate Sign in Screen’ checkbox doeshaste to
be checked with the use of this password.

User Email Addresses may also be entered withpesswords; currently any email functions used nefault
to the ‘master’ user address and name. We may ehaigyto allow the user sending an email to hhee t
default return address switch to their addressredteith their password; if no email address wasred with
their password, the default email return addredseiused.

Volunteer Status

Volunteer Status comes with Active, Inactive, Ome and Resigned. Active (code #1) must NOT begéddn
if only volunteers on Active status are to be akoMo sign in. Status entries may be changed adchtidl
except for Active (#1). Common additions are Peggdion-Compliant and Applicant.

To enter Volunteer Status, select Code Files uSéaup and Utilities, then Volunteer Status, andeed as in
Volunteer Types.

Work Areas

Work Areas are not required to begin, but theyraggiired to enter Assigned Work Areas in a volurgee
record, post work hours and use the SchedulingeByst

Ranges are used for ‘Main Facility’ and ‘Out of li&¢ catagories:

7



5000 - 8999 Main Facility Work Areas
9000 - 9999 Out of Facility Work Areas

To enter Work Areas, select Code Files, then WadaA.

Languages, Skills, Medical Tests, and Training Pragms

These are not required, but entry is recommendeadt fieast languages and skills, as they are part o
volunteer’s entry record. Medical Tests and Tragrifltograms may be entered prior to using theskitrgc
systems.

To enter, select Code Files, then the approprédtiet

Referral Sources

These establish where a volunteer came from, ondelaabout the volunteer program. Examples of thesdd
be Previous Volunteer, Church, (name) High Schamad, Previous Patient.

To enter Referral Sources, select Code Files, Refarral Sources.

Award Levels

Levels must be entered AFTER Volunteer Types aabéshed, and before an award calculation is peréal.
Two levels of awards are available, and Voluntegreb are assigned to one of the two levels. Sesettteon
on Awards for a detailed explanation.

To enter Awards, select Set Award Levels, and follbe instructions.

Set Label Sizes

Label Sizes must be set before any label request®iade. The standard label setup, offered asam@g in
the setup, is for 30 labels per page, the typalwélirecommended for laser and DeskJet type psinter

Merge Letters

These letters are used for Applicants (applicat&tarn, interview, and orientation), Medical Tedtgining
Programs, and Inactivity notices. VoltrakWeb sugplihe date, address, ‘Déiast name’ and the first
paragraph for you. The body of the letter thatimatically attached is user created. On eachogpipte
screen, e.g. Medical Tests, the Edit option atdpeof the screen allows you to enter the ‘bodythef letter.
(Note that in this version of VoltrakWeb there @ 3pelling checker.) The first paragraph that igesd for you
usually identifies what the letter is for, and @pi@priate date. For example, if a letter for T &Twas
selected, VoltrakWeb’s first paragraph would be tM@ave been scheduled for a TB Testate’

Email

Outgoing Email is provided for you, and permits up to a 1MB dttaent. VoltrakWeb provides both
individual email on the Volunteer Record and greupeil on Volunteer Lists.

General information on sending email



VoltrakWeb has two different ways of sending emails
1. Personal email by selecting the volunteer in VaentRecords and clicking on ‘Send Email.’

2. Group email is under Volunteer Record, Volunteestd.i Select filters first then click on ‘Send Emniail
Note that there are also list prints for those \eithail addresses and those without. If you aresuic
who is getting the email, also select the listhafse with email addresses. Volunteers with no emalil
addresses are automatically dropped from the emseils You may also want to select just the ‘Name
List’ to cross reference those that were on thaestithat do not have an email address.

VoltrakWeb Conventions

Most of VoltrakWeb’s use of screens and button®¥olMWindows internet conventions as closely as ipss
Use of the mouse, ‘double clicking,” screen maragioh, etc, are assumed to be part of each usasis b
knowledge of computer operation. However, a dagbasnagement program often has screen items that ar
not encountered in other Windows-based softwargraros.

Tab key versus Enter keyis a Windows convention that takes some getting tseThe Tab key will take you
from one data entry box to the next, whereas therBey will not. Windows uses the Enter key toqass a
command. For example, when entering your passvasrddltrakWeb, the OK button is active; pressing th
Enter key is the same as clicking on the ‘OK’ bntto

Display Grids

These are used primarily to display and selectrds;@r to allow both search and interactive chaggif some
grid information.

This grid is for Search and Selection:

VOLUNTEER RECORDS

E 1. | Search by (O Last O First & Number
View 101 Fatricia Richardson Patty
Wiew 76 Louise Ritter
Wiew g Wivian Robey
View 43 Cale Rosen
ABCDEFGHIJKELMNOPORSTUWVWXY ZALL

This grid allows both searching and direct fieltenaction:



Search by O Last O First ® Number  search |

A
Update Cancel [&dams Jane 500 09/30/2005 H 750 a00
Update Cancel |Allain Kristy 1000 08/31/2007 |8 1230
Update Cancel |Allen Darathy 5000 o9/30/2001 |8 |[e500 6970
Update Cancel [Anderson Ruth 1500 09/30/2005 H 1961
Update Cancel |Bain Barbara 2000 09/30/2005 |8 |[2500 2528
Update Cancel |Barreto Mary lane 1500 08/31/2007 H 2000 2303
Update Cancel |Becraft Williarm 500 09/30/2006 H 750 =1=51
Update Cancel |Bell Mary 2000 09/30/2006 |8 2401.25

The left column indicates the action that candken. In the second option, values within boxeshean
changed in the grid, then updated from the lefticwi.

In some cases, more columns of data may be awailabtl a scroll bar will appear at the bottom efghd.
The scroll bar at the right will scroll through thexords available. Some grids will have an opébthe bottom
(right scroll bar may have to be moved down) thifitpvesent the alphabet or the number of gridslake
continuing data presentation.

Order of grid data, on most grids, can be changed by clicking orctiiemn header.
Partial Entry Searches

These are used to locate information, particulaolynteers. The radio buttons at the top (seeitbedrid

sample, above) are used to select the type oftddta searched. The data entry area is used tartypey.

known letters of the last namdote that searches are not upper/lower case depemdend only the

complete Volunteer number can be entered (no partlesearch).After the desired letters are typed in and the
‘Search’ button is clicked, the matches are pregkimt theGrid . The ‘Search By’ setting default may be
changed under Setup and Ultilities, Miscellaneousrgs.

Add/Remove Boxes

These are convenient options to select multiplastéom a list, like the presentation of availablek areas.
In the example, two work areas and three skilleHaen entered on a volunteer’s record for tracking

Volunteer Drepartment E] Skills || Computer Input E]

Substance Abuse Center Word Processing
Internet User

o
b
1
m
o
L

To use the Add/Remove box to assign work areas;+thmitton is clicked, and those work areas (frthra code
file) that have not yet been selected are presentaghop-up box.

10



e of Birth i_El_r::fé_S,-’ﬁm Gender ) Male
‘erred From |§|

rital Status iSil‘lgle VI

rk Status | Employed V|

& Confidentiality Statement Signed {DE;"D-‘I-J"ZEIEIl £

rkc Areas 5 Main

The list may be moved quickly to a different algtusition by
clicking in the white area of the box and enteramgalpha

character, like ‘v’ to shift the listing to aredsat begin with ‘v’

or‘V.

To select an item, click on the item. Multiple itemay be
selected by using Ctrl-Click; to select a groujitems that are
successive, click on the first item then Shift-€lan the last.
Closing will select those items highlighted andeerthe data

accordingly.

To delete an item, click on the item to highlighien click on

the ‘-’ button.

List Boxes

Also called ‘drop down boxes,’ these are genenadlgd to

select items that come from the Code tables. Tkergigion is
displayed, but the corresponding number is usettdoking. In

this example, clicking in the data entry field ‘ViKokrea’ will

bring up the list, either above or below the fieldpending on screen space.
There are several options for selection:
1. Moving the list with the right scroll bar and thelicking on the desired

item

2. Clicking anywhere in the list presentation and gpin an alpha
character will move the list to those items begugnivith that alpha
character then clicking on the desired item

Date Boxes

These boxes work in several ways:
1. All dates are presented as mm/dd/yyyy
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2. Any portion of the date (day, month, and year) rbayedited

independently clicking on and holding the mousekdhen moving the Date of Birth | 07/EE/1954 HEl
mouse to highlight the portion of the date to clegngcluding the

entire date

Clicking the down arrow to present a calendar tecte date (month, year and day) — NOTE that the
year presented in the year drop down will be eithletwo years from the current date if the box is
empty, or +/- two years of the date in the year.box

4. Clicking on ‘Today’ to select the current date

The required date format is mm/dd/yyyy. Entry ad\pous dates into a bland date box, if the dabtedee than
two past years, like birth date, it is easier to@y type in the date in the above format thanthsedrop down
calendar. Tab or arrow keys do not work in thege Hdaxes.

Print Request Screens

Print requests made from a print menu with othkcsiens or a straight button to print are alwagespnted in
a PDF format preview.

If the PDF viewer on your system is set up witlr@ser, this preview can be emailed using you lecadil
system.

Print Request Menus Most print requests are presented on a screeprbnades for:

Export

Selection of the report(s) — A list of availablgoets is provided on checkboxes, allowing more thiag
at a time to be chosen.

Optional Limitations — These may vary between prégjuests, but basically allow you to limit the
report(s) selected by certain criteria, such asint@er Type or Status. Add/Remove boxes are used fo
ease of selection. Depending on the criteria,gftibx is not checked, the criteria are ignoredahadre
selected. For example, if a list of Adult only violeers was wanted, the Volunteer Type limitation
would be used; otherwise the list would contairnvallnteers. More than one of each criterion abédla
may always be selected.

Preview Before Printing — Always presented in a R@#nat. This option presents a print preview of
each report selection; from the Preview Screentgpert may be printed, saved, email and/or caadell
Printer Setup is also available from this screéamahg choice of available printers, and usuallgith
printing preferences.

There several types of data Export:

1.
2.

3.

Labels

Print menus may have export selection which istéthto specific fields, generally name and address
Volunteer lists have two exports, one with labé&imation and the other for the Volunteer Record
primary data which utilizes the filters available

Full data export (Master Password ONLY) will expalitrelevant data, placing the contents of each
table in a separate sheet of an excel file. Pogtell hours will also be placed in an excel sheet,
however if there are more than 65,000 recordsekport will not be complete. To resolve this, avehi
older work data (Setup and Utilities). Linking istrdone between the code files and other tablddiel
with these codes.

On most Print Requests, labels may be requesteaidiralso to the volunteers on the reports reqdeStee
label size used is in the Label Setup under Setdd.tilities and may be adjusted there.
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PDF previews are not always ‘exact,” and the margirthe label under VoltrakWeb’s setup may haviee¢o
adjusted. Also, there are other controls in the PBdview prior printing that will affect the dupéiton of the
image on label paper. Page Handling, Page Scdtimgié generally be set to ‘none.’

Partially used labels sheets can be used for istepiage. On the print request, enter the numblebels that

have already been used and removed (‘blank’ ladreMoltrakWeb’s menu). Note that printing is donanh
top to bottom before the next column is used.

13



Overview - Main Menu

The Main Menu not only provides access to otheasgrsuch as Volunteer Records, but also gives inateed
access to many of VoltrakWeb’s printing functiosisch as the Monthly Hour Reporting System. Except f
special areas that are accessed less frequemly Agvards) the majority of VoltrakWeb is run from three
Menus — Volunteer Records, Volunteer Lists and Gemal Reports.

The Menu has primary items under which are secgrgkdections, and is presented as a persistenbarde

3
@
S
c

»Volunteer Records
Volunteer Records
Volunteer Lists
Mo Work Start Date

Volunteer Dues

»Work Data
Post Work Data
Post Daily Sign In Sheet
Edit Work Data Records
Reports

»Medical Tests

Medical Tests
Standard Letter

Reports

»Training Programs
Training Programs
Standard Letter

Reports

»Scheduling
View Schedules
Edit Master Schedule Plan
Print Schedules

Build a Month's Schedule

Volunteer Records

Volunteer Record This is one of the more active areas, giving ta
majority of all information tracked on a voluntesT one screen.
Volunteer Lists- a print menu with 20+ reports and a varietyilodifs; also
provides for group emails and volunteer sign insagses

No Work Start Date- a quick report for those w/o a start date.
Volunteer Duedor those tracking volunteer or auxiliary dues.

Work Data

Post Work data- manually posting of work data

Post sign in sheet uses the scheduling system to print and post

Edit Work Data Records several options to search and edit work data
Reports- a report menu for posted work data with sevidtats including data
range of work data

Medical Tests

Medical Tests allows preview and data entry of all medicatdesimilar to
accessing the same information through the VolurReeord

Standard letter user edit of the letter for notifying an upcomutue test
Reports- print menu for lists, letters and export witlefis

Training Programs
Options are the same as with Medical Test

Scheduling

View — Monthly schedules that have been built fromNftaester

Edit Master Schedule enter volunteer master schedule records to d tas
build monthly schedules

Print Menuallowing a large variety of different print fornsat

Build a month’s schedule uses the master to build a schedule by date
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Awards
Global Update

Report/Export Selections

»General Reports

Inactivity / Activity
Longewvity

Monthly Calculations
Monthly Reports

Year End Reports

Year to Year Comparisons

Volunteer Statistics

»Setup and Utilities

Code Files

Select vol. to Archive
View/Retrieve Arc. Vol.
Arc./Ret. Daily Work
Arc./Ret. Yr. End Sum.
Purge Schedules

Set Award Levels

Set Label Sizes

User Passwords
Master Settings

Audit Log

Miscellaneous Defaults

Awards

Awards— displays an editable grid of awards due andvedeautomatic
calculation of awards also on this screen

Global update- move received awards from due to received watie d
Print Menu— several print formats including due awards saedrby level

General Reports

Inactivity reports- based on last work date with mail merge letter
Longevity— print menu based on work start date provides, lssyear
increments of work and folder labels

Monthly calculations- summarizes daily work data for both Monthly and
Year end reports

Monthly reports and Year End reporproduce summaries and work hours
breakdown by work areas; also has memos for wa&sawith volunteer
names and hours

Year to year comparisorier all years by month, or work areas (10 years)
Volunteer Statistics — type counts, age grouping

Setup and Utilities

Code Files- Entry/edit for Work areas, Types, Skills, Medljec.

Select Vol to Archive — presents a multiple setactadd/remove box for
transferring volunteers to the archive system

View/Retrive Arc. Vol.— search, profiles and retrieve archived volurgteer
Arc./Ret. Daily Work — provides for archive andrieting of work hours by
month range that have been calculated

Arch.Ret. Yr. End Sum- these summaries relate to all Month and Year end
reports that contain the volunteer names

Purge Schedules purge routines for past month’s built schedules

Set Award Levels- association of Volunteer type to award levelsg#ons)
Set Label Sizes adjust or change label sheets being used; ipoid adjust
PDF to printer

User passwords* assign individual user passwords sign in passwor
Master Settings — default sender email addressetarn emails and master
password

Audit Log* — when enabled tracks user activity and if changse made
Misc. defaults* — screen presentation for hoursyeftime.bulk), search
(number/name) and sets volunteer sign in to Adiviy

Data Export* export of all data tables to excel, each inpasse sheet

* requires Master Password

The last four items on the Setup and Utilitiesarailable only to the Master Password. These availiéems
may change on subsequent software revisions.

Applicant Tracking

Applicant Tracking is a complete system for tragkpotential volunteers. Special features are Reenind
Letters for application return, interview, and otgion. Once an applicant has been chosen to lraom
volunteer, a transfer feature quickly removes tlfiemm the applicant tracking, assigns a number,@ades
them in the regular VoltrakWeb database.
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Report Generator

For those who are familiar with relational databaseagement, ad hoc reports may be designed wehoat
generator. VoltrakWeb (at this printing) is stdbking for an XML compatible report generator tbah be
integrated with VoltrakWeb application softwarer Roost clients, our 125+ built in reports withdittoptions
is sufficient. However, our full Data Export to Eelds expected to be implemented by July, 2011 eEzan
then be used to generate ad hoc reports. Theadsara variety of other software report generatogmams that
can be used for generating reports locally frometkgorted data. If you require assistance in ate@gpion of
how our code number system is employed througheutiatabase, please contact support. Please reotegw
not able to assist you in the use of any reporeg®or you may be using locally, including excehocess.
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Volunteer Record

Volunteer Record

The Volunteer Record screen and the Work Data 8ceee the two most heavily used areas of Voltrai\We
and to which we will devote an entire Chapter. Hoeveif you look closely at the screens below (ortle
computer), you will see that just about everythyog need to know about your volunteers is righHtamt of
you.

The volunteer record, as a web page, requireslisgralown for the full record. It has been desigtedake
most of the relevant data available without sangtlithe amount of data displayed also dependsen th
resolution of the monitor. Sections of this pag# e used below to explain the various functions.

»Volunteer Records VOLUNTEER RECORDS
Volunteer Records m

Volunteer Lists

CLUELTCR R Search by (O Last O First @ Number |

No Work Start Date ane | Adams
Voluntaar Thics V?ew a0 Kristy Allain
Wiew 100 Diorothy Allen
»Work Data View 42 Ruth Anderson |

»Medical Tests

#»Training Programs

»Scheduling

»Awards

»General Reports

»Sign In Utilities

General Work Related Emergency/Addt’| Alternate Address
»Applicant Tracking
Logout Title I:’ First Mame |Jane | MI 13 Last Name™® |Adam5 |
Nekname [ ]
Address 1 |80 Seaview Court = 503 | ?
]
Address 2 | |
City |5cottsdale lstate|AZ |zip |79827 |

Home Phone 123-555-6783 |Woark Phone
Atphone [ |

Email |Jane.Mam5@emaiI.web |

(partial screen)

However, there are a few helpful hints that we warghare.

This screen is accessed by clicking on VolunteeoRks (Main Menu Group) then the subgroup Volunteer
Records.
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The Search By in this screen is set as a defa@Molanteer) number; this default may be changedtusetup
and Utilities, Miscellaneous Defaults. The seardt gan display names beginning with a single alpha
character from clicking on the character at theédwmotof the grid, all volunteers (grid bottom), omatching list
of volunteers from entering a partial alpha entgsg insensitive) in the search field. View is thicked for
the record display. If the Search By is set to nemthe entire number must be entered. If validt tacord will
be displayed automatically; otherwise a messagebwitlisplayed as invalid.

WARNING! Do NOT click ‘Save’ on the volunteer record if thebutton Work Data has been used to
change, delete or add work dataThis database is a relational database, meaning fites are contributing to
the data you see on your volunteer record screeeat Visible data is not ‘live’ data but has beepied from
different tables. When work data are changed fioenwork Data button, it also affects a volunteer’s
accumulated and year to date hours, changing tradges. The new values are NOT displayed on theeotr
screen’s display for accumulated and year to datesh If ‘Save’ is clicked on the volunteer’s regpthe old
values are saved, overwriting the new ones. Thi®ithe case for any of the other brown accedsisisince
they don't directly affect the volunteer table.

Advance Search is a routine to let you search cpéar field for a value; this can be partial, azah be either
at the beginning of the field, or embedded wittie tield’s value. This search can be helpful, fcaraple, in
finding to whom a phone number belongs.

New Volunteer Entry

A new volunteer is entered by clicking the ‘Add’ttmn. Mandatory entries are Last Name and Volurigge.
The tab key will move you from field to field, ntite Entry key. At any time you may cancel the ebiry
clicking on ‘Cancel.” When completed with the ialtentry, or with any changes, yowst click on the ‘Save’
button.

Note that the initial entry only presents the basiormation on the volunteer (General Tab). Teis@cessary
to establish the record and assign an ID numbemtimber is the key field for linking this recoaodall other
related data in other tables, like medical testeerAcompleting the initial entry, and saving, yoan they select
this record from the grid above and continue entgetihe remainder of the support data on the Geaeardhbther
tabs, as well as the ‘brown’ buttons and (Work Arekills, Languages, Medical Tests, Training Paotg,
etc.)

The tabWork Related, except for volunteer status, date and start datespt up to date automatically. Awards
are updated using the Awards routine from the Midému, and Year to date hours may be re-set frone@én
Reports, Year to Year Reports on either a caleadfiscal beginning.

The‘Emergency/Additional’ tracksemergency contact infg physician phone numbers, spouse combined
label and dues. The physician’s phone number istgcharacter entry, for multiple phones and ottiata. The
spousal label removal allows a combined label tedre to one of a couple; by checking the elimirabe, that
person will not get a label — thisasly for the labels under Volunteer Lists.

On the General tab there are options to enterrasdigiork areas, skills and a general rich text mefrhe
available work areas and skills are entered undargsand Utilities, Code Files.
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Email |Herelam@home_com |

Vol Type |Adu|t V|
Date of Birth 06/21/1977 |8 Gender O Male @ Female
Referred From | Del Mario H. 5. V|

Marital Status
Work Status Employed
Date Confidentiality Statement Signed |08/28/2008 |7

Work Areas Volunteer Department E] Skillzs | Computer Input E]
Substance Abuse Center Word Processing
Internet User

Languages Spanish E]

Mermo

ilNormaI V||T|rnes V||3 V||MV S B 1 U abe| x* X, 7 =

AEm - FF e @Byt ocdf

Sample text for memo ﬂeld.|

(remainder of Volunteer Record screen)

Skills (also used for groups) will track 9,999 di#nt entries (Code Files) and a volunteer may havéple

skills assigned.

Volunteer Edit

Locating a Volunteer uses the Search By Last n&ingt, name or volunteer number. The search entcgse
insensitive and will accept partial entries of lastirst name. For name entries, clicking the 18bawill
present the matches in the grid; numbers must tegeshwill not search partial numbers.

Editing a record is basically the same as entedand,the ‘Save’ button must be clicked on compietithe
‘Cancel’ will reverse changes made. Changes mawdwste on all four tabs before clicking on ‘Save.’
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Moving between tabs will preserve all data predemaxcept when going back to the General tab eter
skills and assigned work areas may not be refreshed

Note — Deleting a volunteer from this screen using'Bedete’ button will NOT provide an option to Arive

that volunteerWarning - If you proceed, currently support data will ihet deleted (work hours, medical tests,
etc.). However, it is a distinct possibility thatthe future, these data will be removed from Alssaeciated

tables (including Work Hours) in a deletion!

Buttons

Work Data — All the posted work data for the volunteer seddds shown. Information may be added, deleted,
changed or printed out. When making changes imtéa, do NOT press Save on the volunteer recced aft
closing the Work Data screen.

Medical Tests and Training Programsmay also be entered under their respective butinrtie Main Menu,
as well as with these buttons.

Daily Schedule— Data from all Monthly Schedules that have bedtt bre shown for the selected volunteer.

Master Schedule Entry— Entry into the Master Schedule can be accongistere as well as on the Main
Menu, Scheduling.

See OfficeThis button posts a message ‘Please see offioeebgifgning in.’ to the sign in system.

Personal Message A personal message may be written and postédeosign in system.

Send Email- Email is sent directly from VoltrakWeb. Thereaais attachment size limit of LMB. Currently the
return address is the address in the Master S¢etgip and Utilities); by Fall of 2011, the retawchdress will
default to this address unless there is an emdikead entered for the password being used to gaassa to
VoltakWeb.

Load Picture — Photo ID’s may be imported into VoltrakWeb. $e&nual section on Photo ID for instructions
on Photo ID procedures. We highly recommend usibgp format.

Delete Picture— removes current Photo ID.
Profile — The Individual Profile presents the voluntedoimation of the four tabs, assigned work areafissk
languages, medical tests, training programs andeévi&hedule. Unless a large number of work areakilts,

e.g., are assigned, the printout will be one p@gions include a profile with or without the voteer's memo.

Volunteer Lists

This submenu optiorbrings up a completerint Menu screen for many of the lists availallethe volunteers.
Multiple lists may be requested. Any item on tlsg, land options at the bottom of the screen, caabiy
‘filtered’ by Volunteer Type, Status, Skills, WoAceas or Language.
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1. Select Printout

Volunteer Lists

»Work Data O name List [ 1ndividual Profiles without Memo
[Iname List with Phone [ individual Profiles with Memao
Medical Tests
[ address/Phone List (Landscape) |:|E'>ir'th|:IEn,ur List Birth Month
Traini Pi .
PR, L e s [] address List (3 Column) [l order by Day |:|
Scheduling [J Emergency Phone #'s [ irthday List Labels
»Awards [ assigned Work Areas [Labels
[ referral Source [CJEmail List with No Email Address
»General Reports
[ accumulated Hours [C]Email List with Email Address
»Setup and Utilities
Osort By Hours F Expart Data Only (Dbf Format)
Sign In Utilities [ name/volunteer Status
Applicant Tracking 2. Select Limitations (optional)
Report Generator Orypes [ status
Logout [ adult (aunior [ active DPending
[ aux Member Orswe O 1nactive DResignEd
|:|Cornn'|unit\5-r Service [ Student [JonLeave
[Oskils [Owork Areas

R0 gt

Select Limations ONLY to limit to specific items. If not checked, all Types and Status will be used automatically;
Skills and assigned Work area will be ignored.

3. Order of Presentation

lC‘D,\1\I|:t|'|al:retical
O volunteer Number

lC)Zip Code

4. Optional Functions

[ Send Email ] [ Send Message to Signin ]

(‘Print’ not shown)

The filters for Volunteer Type and Status are selected bylkehgoff the filter checkbox first, then selecting
one or more of the individual checkboxes. Skillsd&roups) and Work areas are selected by cliokimtipe
‘+’ button, then selecting one or more by usingrale click (one selection) or Ctrl-Click for sete more
than one. Blocks of items can also be selecteditkireg on the first one to be selected, then uShgt-Click
on the last of the items. This is used primarilgribups are set up that all begin with the samieaatfescription,
like grouping High Schools (HS-Ardmore, HS-Centiigdh, HS-Lakeside High).

Labels use a 30 per page label sheet; a test print obtamk paper, one page, should be used to adjeist th
margins to accommodate both the data as presenteBDF format and the particular printer beingduse
(Setup and Utilities, Label Sizes). A partial fissteet may be used by indicating the number ofsaddeeady
used on that sheet (‘blank’ labels). Note thaeladrinting is down each column, not across the.row
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Send Emailis a multiple address email routine and will senthils to those volunteers selected. Although a
‘list’ is not required, it is advisable to also et a Name List; those without email addresseawmmatically
dropped. ‘Send Email’ requires that the email sehas been setup.

Send Message to Signieends a message to all volunteers selected.
General information on sending a group email or mesageto the volunteer message center

Select filters first then click on ‘Send Email’ &@end Message to Signin.” Once a group messaggnis the
selections on the Volunteer List menu will remaiowd a name list of those to whom a message wessse
desired.

Note that there are also list prints for those eittail addresses and those without. If you aresuaic who is
getting emails, request the list of those with émddresses. Volunteers with no email addresses are
automatically dropped from the emails sent. Volenemail addresses have a ‘reliability’ problemedabsn
addresses being frequently changed, not havingnai,eand a significant issue with error in inpagtithe
correct address. Printing out those with emailsserve as a worksheet to correct invalid formatdeast.

Several issue may arise in sending a group email:

1. If an email address has an invalid format, it mayse a cessation of the sending process; a group
message is not sent as a ‘CC:’ to all on thebistrather an individual email is sent to each assmg
through the selected volunteers.

2. If an email address has a valid format, but isenealid address, an undeliverable message wilehe s
back.

3. If an email address has a valid format and a \adidiess, but the address is not correct for that
volunteer, it will go to whoever has that addréksre is not way of knowing when this happens wnles
the recipient answers that email indicating theyaweot the intended recipient.

Volunteer Lists

[ 1 Name List [ 1ndividual Profiles without Mema
[1name List with Phone [ 1ndividual Profiles with Memo
[l AddressfPhone List (Landscape) Fl Birthday List Birth Month
[ Address List (3 Column) [l order by Day 1
ClEme -gency Fhone #'s L] Birthday List Labels
Dissigl*ed Work Areas [ Labels
[ referral Source ] Email List with No Email Address
[ Accumulated Hours [ Email List with Email Address
[ sart By Hours |:|E:-:|::'t Data Only (Excel Format)
(I name/Volunteer Status ] combined Labels
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{:}Zip Code

ross,

Send Email ] [ Send Message to Signin ]

After printing the menu will be re-displayed, including the poer selections, to allow a second printout of a
different list, adjustment of the filters, or piimg out a list of volunteers to whom a message seas.

No Work Start Date

The submenu is a direct print request to list thadenteers that did not have a work start daterext \Work
start date is the basis of the Longevity reporipgtem (General Reports).

Volunteer Dues

This is a print menu for tracking Volunteer Dues @based on two fields: the due date of the dnesthe
amount. These values are entered on the Voluntesor®, Emergency/Addt’l tab.
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Work Data

This screen has four submenus:
1. Post Work Data
2. Post Daily Sign In Sheet
3. Edit Work Data Records
4. Reports

Note that when hours are posted manually, throhglstheduling system, or by the volunteer sigrystesn,
the Last Date Worked, Last Work Area, Career THtalrs and Year to Date Hours in the volunteersorés
are automatically updated. If hours are editedebetdd, the Total Career Hours and Year to Dateshane
corrected. The Last Date Worked is only updateddfdate being posted is more current than theéiegidate
in the record. If hours are posted to a future {aseally in error) then deleted or corrected,lthst Date
Worked will not be corrected and will remain in t@unteer’s record until hours are posted to aentorrrent
date. However, it can be corrected manually.

Note that Volunteer Type is automatically enterethwach posted work data record.

Post Work Data

This submenu provides for manual posting of worliredy staff, either by time in and time out, ofidduours;
the default presentation of these options can begéd under Setup and Utilities, Miscellaneous Olefa
Posting may be done by volunteer number or by n@ault is also under Miscellaneous Defaults). iHgv
the volunteers use their number on a manual dajlyia sheet (and the work area number, if poskilaled
using these numbers in the posting, is the quickagtto manually post hours.

The selected volunteer’s Last Work Area will appieahe Work Area drop down selection box autonzdiyc
and can be changed.

Note that the printout of posted hours will betloe current posting session. If the screen is ditisegoing to
another item on the Main Menu, then the Postingtisrned to, only the new hours being posted wpitlesar on
the print out.

Post Daily Sign In Sheet

Posting the Daily Sign in Sheet is used specifydallpost hours from Scheduling, Print Schedules Daily
Sign In Sheet that was printed from this menu itenedisplayed in a Grid and may be edited prior to
requesting the automatic posting.

If you bring up a Sign In Sheet for posting by misike, you may correct the date or go to another mesu.it
Posting a full day’s hours by mistake can only beected by deleting each record posted usingEdé Work
Data Records’ folder, below. If this should happese the Scheduling System to print out the dagriectly
posted as a worksheet for deletion.

Edit Work Data Records

This folder is generally used for hours that hagerbposted in error. The data in the Grid may bsegnted
either in order of Work Date or Volunteer Name. Addhally, the data may be restricted to:
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* One volunteer

=  Work Area(s)

= Date Range

» Volunteer Type(s)
* Volunteer Status

Since there may be thousands of records thesesfdte helpful in limiting the amount of data tatsbrough,
as well as let you present the data in a spe@8bibn depending on the nature of the error. VelkemStatus is
an option used to look at work data for Resignddmeers, to make sure there are no data in the paior to
deleting volunteers. (See Deletion and Archiving.)

The ‘Print Selected Records’ gives you a quick whgrinting the data that appears in the Grid.
Reports
This print menu presents various ways work data beagrinted. Data may be presented in order of Date

Volunteer Name, or Work Area. The request may lberéd to certain Volunteers, Work Areas, Volunteer
Types, and Date Range.

»Volunteer Records WORK DATA REPORTS

1. Presentation, Select One (required)

® Date Worked

»Work Data

Post Work Data

Post Daily Sign In Sheet

i O volunteer Name
Edit Work Data Records

O work Area

2. Select Filter(s), (optional)

[volunteer Name

Reports

»Medical Tests

»Training P
raining Frograms DWorkAreas

»Scheduling (I Types
»Awards I:‘ Date Range
»General Reports rem Dats

»Setup and Utilities

»Sign In Utilities Note: Filters are for selecting specific items (date ranges)

If not checked all items (dates) are used.

»Applicant Tracking

Logout -
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Scheduling

The Scheduling System is one of the more involeadiures of VoltrakWeb, and requires careful readintpe
instructions. There were several difficult tasketgomplish in designing a scheduler for volunteléthere
were only several volunteers per day per work @heatasks would be simple, and the screen dispidy
printout would look like a calendar. However, oystem must accommodate the possibility of dozens of
volunteers working the same day in the same war.aFake this amount of data times thirty daysthad
sheet of paper would have to be the size of atigille

Another difficult task was to avoid having to en¢evolunteer on the schedule for each date woiked.
example, if a volunteer worked every week Mondagdwesday and Friday, this would require approxilpate
155 entries for just one year.

VoltrakWeb’s Scheduling System has been designeahice schedule entries minimal, screen displayg teas
scan, and printouts that can handle unlimited nurabeolunteers scheduled for a work area or pttojec

Edit Master Schedule Plan

TheMaster Plan of VoltrakWeb’s Scheduling System carries a forofa volunteer’s schedule; for any day
(Monday through Sunday) the format can be weeklyebkly or a single day. A Biweekly entry would lreg
on either week 1 or week 2, and a single entry ddel for a certain week (e.g. 3).

Scheduling a Volunteer or Editing an existing relcare accomplished on the same screen - To schadule
volunteer, follow these steps:

1. Select the work area in the upper right (volantdready entered will appear in the grid).
2. Click on Add
3. Use the drop down box to select the voluntese (general conventions on quick locating with gpdro
down box)
4. Enter the time in and out — use the format HHAMN¥(or PM); note that noon is 12:00PM.
5. Click on the day of week
6. Click on the frequency:

A singleoccurrence is one day during the month in a sigecieek

Weekly is the day entered, every week

Bi-weekly is every other week beginning with either week 2 0
7. Enter the week only for a single or bi-weekljiedule

For example, if a volunteer works Monday, Wednesdag Friday on a weekly basis, three entries are
required, one for each of the days. This formattban produce monthly schedules forever for thismeer.
NOTE on Biweekly schedules: if, e.g., a volunteerks Monday, biweekly, beginning in week 1, and¢hes
no occurrence of Monday in Week one, the next vaak will be in week three, NOT the first occurremmte
Monday.
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»Volunteer Records SCHEDULE EDITOR

»Work Data -
| add J erint work Area: 3 Man |

»Medical Tests

FullName Time In Time Out
»Training Programs View Delete Adams, Jane ] 8:00 AM 1:00 PM
View Delete BElanchard, Marsha 10:00 AM 3:30 PM
»Scheduling
View Schedules
L%
Print Schedules Time in: |08:43PM Time out: |08:43PM
Build a Month's Schedule Week Day
@Monday
wAwards
OTuesda\;
»General Reports O Wednesday
»Setup and Utilities O Thursday
»Sign In Utilities O Friday
'C)Saturu:lzn.ur
»Applicant Tracking
OSunday
Logout
Schedule for
O single Day
® weekly weeki[ ]
Osi weekly
L Save ] [ Cancel

- S m e mmmm s 0 m e [ -

For example, if a volunteer works Monday, Wednesdag Friday on a weekly basis, only three entares
required, one for each of the days. This formattben produce monthly schedules forever for thisiveer.
NOTE on Biweekly schedules: if, e.g., a volunteerkg Monday, biweekly, beginning in week 1, and¢he
no occurrence of Monday in Week one, the next vaakwill be in week three, NOT the first occurremte
Monday.

Build a Month’s Schedule

The Monthly Schedules are built on demand fromMiaster Plan in three ways:
1. Selecting ‘View and Print Schedules’ from the MMenu Schedule button. If tlearrent Month’s
schedule has not been built, a message will askfyamw want to build it.
2. From ‘View and Print Schedule,’ if viewing a moraheady built and select a different month to view
and that month has not been built, the messageiltd ibwill appear.
3. Select ‘Build Schedule’ from the Main Menu Schedulgton and enter the Month and Year.

Changes in the Master Plan

Changes in the Master Plarwill only affect schedules that have not yet bbaitt. This difference is quite
significant because rebuilding a month’s schedoleschot remove and rebuild any of the previousdcdee
entries for that month.
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Rebuilding a schedule from a change in the Masterl&n WILL add volunteers that have been added to
the Master Plan after that month has been builtA month’s schedule is not affected if the volunte&laster
Plan was simply changed, i.e. moved from Mondayekhg to Wednesday (weekly), and rebuilt. Therefore
VoltrakWeb can preserve volunteers marked as almsatgleted. The system will only add volunteem{ibers)
from the Master Plan that are not in the built sche.

To have changes in the Master Plan reflected in th@onth’s schedule two option may be used:
1. Delete all records in the built schedule of theumbéer whose schedule has changed, then rebuild tha
month; the schedule will then treat that volun&ea ‘new’ entry.
2. If the edits to the month’s built schedule were petformed, or do not have to be preserved, thegepu
that months schedule and build a fresh one. Neatiepilrging a month, for example June, will remove
June and all previous months. This should be doutnely to remove past data. Purging build
schedules is done under Setup and Utilities.

To completely redo a month’s schedule, i.e. starhf'scratch,” delete the month (below) and buildgain.
Remember that this will remove all edited changes.

View Schedules

This screen presents a week’s schedule for a edl®brk Area. When the screen first appears, theicu
week appears. To view a schedule, select a Wor& fkoen the list box at the top of the screen; cbokthe
box and type in known letters of the Work Areadpasition the list. Use the ‘Week’ and ‘Month’ bex®
view the schedule for different weeks or months thonth and week are selected for a Work Areattaed
Work Area is changed, the same week and monthigpéagled for the new Work Area.

If a month is selected that has no schedule bsijted, a message to that effect will appear, aadthedule
may be built at this time.

Use the Reports button to view (and/or print) aeSicie for a selected day (or date range) listihgvalrk
Areas. Use Volunteer Schedule for an alphabetisialdnd Work Area to have the list grouped by WAr&a.
Have the Preview box checked for viewing.

Editing a built schedule

Once a schedule has been built, there are thriseatit ways that it may be changed, none of whithaffect
the Master Plan:

1. Marking a volunteer as ‘Absent’ leaves the voluniaghe schedule, but not on the schedule views,
printouts or postings, except on a special printd@bsentees. Absent flags can only be removed fro
the Volunteer record using the button ‘Schedule.’

2. Deleting a volunteer from the schedule. This remsdhe volunteer completely from the schedule,
including the absentee lists, and cannot be retdev

3. Changing the date of a specific item. This allows/ement of a volunteer’s shift from one date to
another.

When marking Absent or Deleted, a choice is givehave the change affect only the date (and wa&)ar
selected, or to have the change take place ovatearange (for all work areas).

To change a volunteer’s schedule:
1. Select View Schedules
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Select the Work Area, Month, Year and week to ckang

Locate the volunteer to change

Select Change Date (date range will appear), Absemelete

If Absent or Delete are selected, your choice igust that date and work area (if Absent, they siill
appear on the schedule printout, marked as absstelow)

6. If a range of dates is selected, all work areakbeilaffected.

abrwn

Absent? If a volunteer happens to be gone for a few wetklesentries for the Monthly Schedule can be
flagged as ‘Absent.’This is helpful, because now VoltrakWeb can gige g printout of all scheduled
volunteers that aren’t going to be there, by WorkaA

For example, if a volunteer is going on leave oo tveeks, select any date they are schedulgdt, click on
the record, select Absent by Date Range from tipeipd/enu, and enter the inclusive dates. This aatically
removes them from all printouts without having ébuild the schedule. Additionally, requesting asegibee
report lists all absentees for a selected dateeranghat substitutes may be called.

Gone?If a volunteer has left for an indefinite perioouycan choose ‘Delete’ and delete them from all
schedules that have been built by date rangeetétis a serious question if they are returnirg/latemove
their records from the Master Plan as well; it aialyes a minute to put them back in when they netOf
course, deleting a volunteer from VoltrakWeb wdimove them from all month’s schedules and the Maste
Plan.

Schedule Printing

The Print Request menu for Scheduling may be aedesisectly under Scheduling on the Main Menu,ronf
the Schedule View screen with the button ‘RepoA#.reports may be filtered by Single VolunteemlMnteer
Type(s), Work Areas and Date Range. The Date Ralbgeis mandatory. As a reminder, if all work ase
(types) are to be chosen do not check these fik&krak\Web assumes you want all if no filter exjuested.
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»Volunteer Records

SCHEDULER PRINT MENU

1. Presentation, Select One (required)

»Work Data

»Medical Tests

»Training Programs F Daily Sign In Sheet [ List of Absentees by Date
. [Jwaork Area Schedules - continuous [ List of Absentees by Volunteer
»Scheduling
[Jwark Area Schedules - separated [JLabels
View Schedules
[Jwolunteer Schedules - continuous ] Export (name and address)
Edit Master Schedule Plan
[Jvolunteer Schedules - separated [ master plan (Options 2 and 3 not used)

Print Schedules
[ List of Absentees by Work Area

2. Select Filter(s), (optional)
[lvolunteer Name [lwork Areas
H0

Build a Month’s Schedule

»Awards

»General Reports

Adams, Jane ]
»Setup and Utilities Allain, Kristy A
Allen, Dorothy A.
Anderson, Ruth L
Bain, Barbara M
Barreto, Mary Jane
»Applicant Tracking Becraft, William A
Bell, Mary H
Logout Bissell, Donald C
Blanchard, Marsha
Brinkley, David 1 )

{53

»Sign In Utilities

L Types
[ adult DCDI‘I‘II‘I‘IUI‘Iit\y’ Service [JRSVP
[ aux Member [ iunior [ student

Mote: Check ONLY to limit (filter) the report to seleted items (e.g. Work Areas). If not checked, all items (e.g all
volunteers) are used.

3. Date Range, inclusive (Required, except for Master Plan)

From: o1/18/z011 | [
To: o1/18/z011 | [

Daily Sign In Sheetprints out daily schedules for the date rangecsete alphabetized, with a place for the
volunteer to initial. Changes or no shows for thg ghould be highlighted for easier identificatiwnen the
sheet is posted. See Work Hours, above, for autoinatirs posting from the sign in sheet.

Work Area schedulesmay be printed either in a continuous format (moek area after another), or separated
(separate report for each work area) in a MemaeStyimat that may be forwarded to each Work Arka. |
Schedule changes for a particular work area, hadgtwork area’s schedule may be printed.

Volunteer schedulesare similar to Work Areas, being available in eith continuous format or separated by
volunteer. Caution, although it is nice to havepasate schedule sheet for each volunteer to ara,t400
scheduled volunteers means 400 sheets of papar,aaterage of 5 cents per page. However, if a veduns
asking about their schedule, remember that the @quest can be viewed, and then cancelled. Auxtditiy, a
volunteer’s current scheduled dates for all mottilas have been built are available in the Voluniecord

with the button ‘Schedule.’
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Absenteesvolunteers that are scheduled but ‘flagged asrdben selected dates of a Month’s schedule (not
the Master Plan), may be printed in order of Worka\ Date, or Volunteer name.

Master Plan printing is available from the Schedule Print Request scame from a button on the Master Plan
screen. Note that the filter and date range selestn the Print Request screen do not apply tprinéng of
the Master Plan. The format is by Volunteer, ligtiheir schedule format.

Deleting Schedules

It is very important to the efficiency of your database to Delete previous months’ scheduleBo delete a

schedule click on the submenu Purge Schedules under SetdipJtilities. There is no reason to carry any
schedule for a past month, as the Master Plarpvallide the information on a volunteer’s schedilerging

remove all back schedules from the month/year ssdec
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Awards

VoltrakWeb’s Award Tracking System is fully autoncadfter the initial setup. Awards are based on a
volunteer’s Total Career Hours (accumulated hoatr$he time the Award Calculations are requesteénd
are compared against two different award levelsthas the Volunteer Type.

VoltrakWeb track®nly the last award level received and date receivediflze award level that is due. This
information can be viewed on the Award screen,fanéach volunteer, the information appears in the
Volunteer Record under the Work Related tab.

Award Setup

There are two levels of awards (A and B) that trthekfirst nine levels of awards given, then amentental
level that is added to the ninth and continuebatincremental increase. Award levels are basedotumteer
Types.

»Volunteer Records

SET AWARD LEVELS TO VOLUNTEER TYPE
»Work Data

Each Wolunteer Type must have an associated Award Level Setup of A or B. See the Setup descriptions below.

»Medical Tests

|Adult

#»Training Programs Edit .

-  Edit |Aux Member A

»Scheduling i | coneanymae | &

»Awards  Edit |Junior i 5

Edit |R3WP o

»General Reports Edit |Student =
|

»Setup and Utilities
Code Files
Select Val. to Archive Award Levels. The last level is an incremental level, increasing each award level after the ninth by that amount.

View/Retrieve Arc. Vol.

A Levels B Levels
Arc./Ret. Daily Work First [100 | |so |
Arc./Ret. ¥r. End Sum. Secand |250 | 100 |
Purge Schedules Third |50CI |15EI
Set Award Levels Fourth |7"5U |200
Set Label Size{get Award Levels to Vol Type| i | e |250

User Passwords

| |
| |
| |
Sixth  [1500 | |300 |
| [ss0 |
| |
| |
| |

Seventh [2000
Master Settings : |
Eight |2500 [400
Audit L :
. Ninth  [3000 [450
Miscellaneous Defaults  o——— |SUCI 50

»Sign In Utilities

[Canceﬂ Changes] [ Save ChangesJ

»Applicant Tracking

To set up the Award Levels:
1. Select Setup and Utilities from the Main Menu
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Select Set Award Levels

Fill in Level A (and B for the second award levetgjsed) with the first nine levels of awards

Enter the incremental level; this will be continyaldded to the previous level. Above, in the A éksv
the 10" would be 3500, the 14000, etc.

Assign each Volunteer Type a Level (A or B)

EVERY TYPE MUST HAVE A LEVEL A OR B ASSIGNED

Do not assign a B Level unless all level valueseartered

If there are volunteer types that do not get awdrdgel B can be used by setting the starting kevel
higher than would be attained (50000, 50001,506€2 with an incremental of 1)

Pwn

©NOo O

Award Calculations

Note that Awards are calculated on current Total Caeer Hours. If there is a ‘shut off date’ for awards,
e.g., the end of the year, then run the calculatimfore posting any hours for the new year. Hagisgut off
date several months before awards were given wdgitmal because of the time needed to deterrhi@e t
volunteers receiving awards. With VoltrakWeb, thé&alations may be run several months before terdene
the approximate numbers of each level of award thes, run again closer to the award ceremony todecas
many volunteers as possible.

This Award grid may be accessed directly for change sure to click on Update if any row changeshaade
before moving to a different row.

»VWolunteer Records

AWARDS

»Work Data [ A rard Calculatic 1 | search by O Llast OFirst @ Number |
»Medical Tests f . Da
Tyt Brat i Update Cancel |Adams {ane | |s00 | |[oss30/2005 |8 |[7s0 | 300 =
. Update Cancel |Alain Kristy [ 1000 | ;__|naf3u20c|? |j |l | | [1200 |

Update Cancel |Allen |Dorathy [sooo | |[os/zoszoor | |[sso0 | [ea7o0 |
»Awards ! : h = o . |

Update Cancel |Anderson {Ruth |[1sec | |[os/30rzoes | || | {1961 |
PR — | = i SN :

Update Cancel |Bain \Barbara  |[z000 | |[o9/30/2005 | |[[zs00 | [2528 |
Global Update : 8 - E — A :

Update Cancel |Barreto \Mary Jane |[1500 | |[os/31/2007 |E| |[2000 | |2303 |
Report/Export Selections 1 Trrmre T T — =

Update Cancel |Becraft |william | [s00 | |[ossz0/2006 |TF |[7s0 | |g91 |
»General Reports Update Cancel |Bell Mary |[zo00 | |[os/3o/2006 |CEH || | [2401.25 |
»Setup and Utilities Update Cancel |Bissell |Danald |[zooo | |[ooszorzoos |8 |[2500 | [2540 |
»Sign In Utilities Uodate cCancel |Blanchard  |Marsha \[eso0 | |[oo/z0/200s |F || | [6817.5 |

- ' -,-. © .:. i i_l,-..-..-.n T i--l.-..-.r,-.. PR |""r'ﬁ T 7| I.,-..—. Ty M

»Applicant Tracking

Logout

The first time the calculations are run (if award levels wereerdered on a data conversion), all volunteers
that have passed an award level will be flaggedwes’ This means that if you have entered previous
volunteers into VoltrakWeb that have Total Careeuts from previous years, they will be flagged. rEhare
several options to correct the system so subsegeant become automatic. Assuming all volunteeve baen
flagged:
1. Use the Award Grid to delete all awards from the dolumn for those that have already received that
award. Note that this is time consuming, partidyldryou have a large volunteer database.
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2. An easier way would be to do the awards manuai$/fitst time, do the Award Calculations and then a
Global Update (below). This will move all awardsedo the award received column with the date
entered on the Global Update. The system is nodyrea automatic award calculations for the next
year. Note that this will place an inaccurate diatdose volunteer records whose award was given in
past years; however, in subsequent awards recthaedate will be replaced with the new award date.

Posting Awards Received and Record Edit

Posting Awards Received is also completely autamwaith VoltrakWeb. Simply click on the Global Upéat
button and enter the date to which you want the@svaosted (received). That's it!

If you need to post past awards, or edit the Awardsy way, you may edit the information diredtiythe
Award Grid (above). Use the standard search abiiéo locate a volunteer or use the bar at tha rig

If you want to set an award due for any voluntéet ts ‘close’ to receiving an award, this can baalwith the
edit

Award Printing

Click on Reports/Export function submenu of Awaralsiew the Print Menu for Awards. Alphabeticaltilig
may be limited to only volunteers with awards dusting of Awards by levels list the volunteers dazount
them) in each level from your Award Level Setupvéls A and B are always separated into differepores.

Should a local word processor be chosen to wniteegge letter to those receiving awards, Voltrak\Wab both
data export and label printing.
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Medical Tests and Training Programs

VoltrakWeb will track 9,999 Medical Tests and 9,9R@ining Programs, each volunteer being assigned t
many as needed. For Medical Tests, Test Date, e &d Results are tracked; for Training Programs,
Beginning Date and Completion Date are trackedeting a new Medical Test or Training Program iselon
under Setup and Utilities, Code Files.

Medical Tests are designed to be repetitive (battdamve to be), such as TB, which is usually anuah test.
Training Programs, on the other hand, usually arengto a volunteer only one time. If you have jpetdive
Training Program, use the Beginning Date as thé¢ dabe the program is to be given (as Due Datea for
Medical Program) and Completion Date as the datheofast program.

Tracking the history of medical tests and trainpmggrams is not recommended. For all practical psep,
particularly with a medical test, the only pertiherformation is whether the volunteer has hadt#se
(program), and if it is a recurring test (prograarg they current.

Entering Volunteers

Medical Tests and Training program screens, voirmgatry and printing are essentially the samendgpthe
Medical Tests will be covered.

There ardwo methods for enteringand updating medical test records, from the Main Menu, Meditadts,
submenu Medical Tests or directly from the Volunteecord using the brown button ‘Medical Tests.eTh
main difference is in convenience. If the datad¢cehtered are for multiple volunteers, then theydatquicker
using Medical Tests from the Main Menu; the vol@nteearch is the same, but only the medical dateogds
displayed. If other information besides the medieat are being entered for a volunteer, then them
convenient entry would be under the Volunteer Re.cor

Entry under Main Menu, Medical Tests, then Medibasts presents the volunteer search. When the tegun
is selected, the lower portion of the screen wépthy all tests available for that volunteer.héthistory of tests
are being tracked (not recommended), then a tikerbe applied to limit the list to a single test.

To add a new record, click on the ‘Add’ button aoenplete the entry. If the test data are for aakstidy

having a record, we recommend that ‘View’ is usedhange the dates in the existing test recoreratian
add additional records for the same test.
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»Volunteer Records MEDICAL TESTS

AL Search by O tast O First ® Number | m
»Medical Tests ] e :
Medical Tests Select 53 Jane Adams
Select 90 Kristy Allain
Standard Letter Select 100 Dorethy Allen
Reports Select 42 Ruth Anderson
ABCDEFGHIJELMNOEPOQRSTUMWXY ZALL

»Training Programs

»Scheduling

m Medical Test Filter m
»Awards

»General Reports View Delete | TB Test 10/05/2007 Meg 10/05/2008

»Setup and Utilities

RSiahin Difilics Medical Test for Adams, Jane J

»Applicant Tracking Medical Test

[ Save J I_Cance1]

If the Medical Test button is being used under Vitder Record, there is no option to filter theddsta
specific test.

‘Work Data | Medical Tests | Training Program | Daily Schedule | Master Schedule Entry

{= Voltrak® Software | Benan Systems - Windows Internet Explorer

1& hitp://119.93.91.53MalTrakiweb/medicaltest. aspx?vn=40

VOLUNTEER'S MEDICAL TEST DATA

Volunteer Record .
Medical Test Data for : Meister, Adao

Nichsiaria® Select | TB Test | asfu,fzoo? | Neg | ns,:u;zuus
| select | Hepatitus | 01/14/2006 | Neg | 01/14/2008

Address*

City*

|
if
55 No.* |
|
|
Ml

Hama Dhana®
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Printing

VoltrakWeb provides Lists, Letters, Labels and Expor Medical tests under Main Menu, Medical Testien
Reports.

»Volunteer Records

MEDICAL TESTS
»Work Data

—
»Medical Tests Select Medical Test First -

Medical Tests 1. Select Printout
Standard Letter Mluist Edit Letter

e D Letters
»Training Programs [Labels
»Scheduling Ll Export
wAwards [ List for Velunteers not entered

(Options 3 and 4 below not applicable)

»General Reports e s
2. Select Limitations (optional)

»Setup and Utilities

Volunteer Type Volunteer Status
»Sign In Utilities [ adult [ aunior Oactive  [rending
»Applicant Tracking [ Aux Member Crsve [Oinactive [ Resigned
DCDmmunity Service [ Student [JonLeave
Logout
3. Order of Presentation
@Alphabetical
O Due Date

4. Select Inclusive Start Dates

[l(Date Range Required for Letters)
Beginning Date I:I

5. Labels - enter the number of Blank Labels on the first sheet

IE' Use only 30 labels per shest; labels are generated from the top of the column down,
not across.

There MUST be more than one record being requssted.

Before choosing any print options a Medical Tesaifding Program) must be selected from the droprdbox.

Reminder Letters are ‘merged’ for you automatically. VoltrakWeb glips this portion of the letter:
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June 12, 2011

Jane Adams
80 Seaview Court # 503
Scottsdale. AZ 79827

Dear Jane:
The following Medical Test is due:

TB Test
Beginning:Monday, June 13. 2011

The remainder of the letter is from the letter yave written under Medical Tests , Standard Létten the
Main Menu, or from the Edit Letter button on thedv=l Print Menu. This letter body should be wnitd
possible, as a generic letter that will apply favadical tests. It can, of course, be easily ckdrdgpending on
the Medical Test selected. Note that VoltrakWelsudew Times Roman, 12 point for the first parthad t
letter.

Export provides an excel sheet of the names, addresddsstrdates of the volunteers should a local mail
merge be desired.

List for Volunteers not enteredlists all volunteers that have not been enterdtierdatabase for the test
selected. This is of particular importance to chieciknake sure all volunteers that require certagtsthave had
these tests added to their Volunteer Record. Withaaecord entry, these volunteers will not showoomny
list for that test, and can easily be overlookdusTist, along with a standard list based on adhte range
ending prior to the current date, gives you botisélvolunteers that are not scheduled as well as tho#sat
are overdue
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General Reports

Inactivity/Activity

Thelnactivit y feature of VoltrakWeb is based on the last watedf volunteers (Volunteer Record, Work
Related tab), and provides reports for those neinigavorked (posted hours) since a selected datter @
specified number of days. Filters are availableMfolunteer Type and Status, and you may specifytder as
Alphabetical or by Last Day Worked.

This feature is particularly useful in providindist of volunteers not having worked recently tbah be used
as a worksheet to determine those volunteers hioatid be resigned and archived.

»Volunteer Records ACTIVITY/INACTIVITY REPORTING

»Work Data

»Medical Tests 1. Select Printout

»Training Programs st Edit Letter

»Scheduling O ietters
[OLabels
»Awards
D Export

»General Reports

2. Select Limitations (optional)

Inactivity /Activity

Volunteer Type Volunteer Status
Longevity O adult O Active
Monthly Calculations [ aux member [(1nactive
Monthly Reports O community Service OonLeave
Year End Reports [ uniar | Pending
Year to Year Comparisons D REVE D Resigned
[ student

Volunteer Statistics

3. Order of Presentation

»Setup and Utilities

® Alphabetical

»Sign In Wilities
O Last Day Worked

»Applicant Tracking

4. Select Work Date Limit

® Not worked since (Inactivit
: g Date |01/18/2011 5]

O Worked from (Activity)

Logout

O Not worked for (Inactivity)
# of days E
O worked for (Mctivity)

Selections for 4 are either those not working (Inactivity) or for those having worked (Activity). Note to change
the body of letter if using it for 'Activity .

5. Labels - enter the number of Blank Labels on the first sheet

El Use only 30 labels per sheet; labels are generated from the top of the column down,
not across.

There MUST be more than ene record being requested.
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TheActivity feature provides the same information as abovemxor those volunteers working.

Letters apply only to Inactivity. These letters are pdigianail merged from the database with the remairode
the letter written by the user with the ‘Edit Lettieutton on the print menu.

The first part of the letter is:

June 12, 2011

Jane Adams
80 Seaview Court # 503
Scottsdale. AZ 79827

Dear Jane:

Our records show that you have not volunteered since 6/30/2008.
Longevity

The Longevity Reporting System is based on thentelkers’ Work Start Date. If you are not sure if all
volunteers have this date, from the Volunteer Régdvlain Menu, select the submenu No Work Stare Dall
Longevity reports may be limited by Volunteer TygreStatus, and also by Work Start Date Range (éXcep
Year Grouping).
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»Volunteer Records

LONGEVITY REPORTING

»Work Data Longevity Reports are based on (Work) Start Date, which all volunteers should have. To check, go to Volunteer
Record and select Reports,

»Medical Tests
1. Select Printout

»Training Programs -
[dvolunteer List Edit Letter

»Scheduling s yYears In Service List (Date Range not used)
»Awards [ standard Mailing Labels
[JLabels with dates/Phene Numbers

»General Reports

[relder Labels (30/page, 2 col)
Inactivity / Activity

Longevity [Jexport to Excel Format

Monthly Calculations 2. Select Limitations (optional)
Monthly Reports Volunteer Type Volunteer Status
O adult O Active

[ Aux Member [J1nactive

Year End Reports

Year to Year Comparisons
DCDmmunity Service OonLeave
Volunteer Statistics

(aunior DPending
»Setup and Utilities Clrsve [ Resigned
»Sign In Utilities [ student

»Applicant Tracking 3. Order of Presentation

Logout ® alphabetical
O start Date

4. Select Inclusive Start Dates

[](Date Range Required for Letters)
Beaqinning Date I:l

5. Labels - enter the number of Blank Labels on the first sheet

El Use only 30 labels per sheet; label= are generated from the top of the column down,
not across.

There MUST be mare than one record being requested.

This system serves several purposes:

1. Years in Service— The list figures the number of years of serf@esach volunteer. Since only a very
few hospitals give awards based on years of serViokrakWeb does not track awards in this area,
without special modification.

2. Mail merge export— There is no VoltrakWeb automatic merge letteilable, but this feature allows
you to communicate with, e.g., volunteers that Hasgun work in the previous 2 weeks. Many of our
hospitals use this to send a letter to all inconviolginteers. Labels are also available.

3. ‘Rolodex’ labels— The second label available has name, addressephavork start date, and birth
date, which can be used for a folder label or debd card. This feature is under Longevity so that
labels on just recently added volunteers may betquti

4. Folder Labels— This label has only the volunteer name and nurabdruses a different size label, 30
per page, 2 columns.



Monthly Reporting System

This feature provides for the automatic reductibdaly-posted work hours to usable summaries bjukteer
Type and Work Areas. One of the most time consurtasgs is to manually calculate the total of each
volunteer’s hours for the month; even more timesconing is to manually determine who worked in each
Work Area, the hours for each volunteer, and tha twours for that Work Area. In fact, the latterso time
consuming, many departments don’t even provideitiiatmation. VoltrakWeb does this totally autoncatly.

Hours for the month are summarized and kept iniapggmmary tables. These tables become the basal f
Month, Year End and Year to Year comparison reports

Monthly Calculations

In order to provide Monthly (Year End and Year teaY) reports, each month’s posted work hours meist b
summarized (calculated). This also permits thetolgjéand archiving) of posted work hours to kelegt table
small and more easily edited. Calculations shoelgdrformed when all the hour data for that morih een
entered. It is not necessary to refrain from entework data for subsequent months until the désirenth is
calculated.

The calculation routine places information in thseparate summary tables: one for totals by WodaAthe
second for totals by Volunteer Type, and a thiat ttarries the names, hours, and work areas ebhihteers
working in a given month. The latter table permitéunteers that are no longer volunteering to Hetdd (or
archived) without losing data for year end repdvtenths may also be re-calculated in the instahaedata
were inadvertently not posted.

DO NOT re-calculatea month in which volunteers or work data have kisdated or archived.
To perform the monthly calculation:
1. Post all work hours for a given month
2. Request Monthly Calculations (Main Menu, Genergbétes)
That's it, VoltrakWeb does the rest.
Monthly Reports

There are a variety of Monthly Reports from a sumnpage to individual Memos to each Work Area hgti
the names and hours of volunteers. Since all MOlMeb’s reports may be viewed first, the best wagee
what each report gives you is to calculate a manthview all the reports.

The reports for the work areas with the voluntereshes require the special summary table mentiahede.
Generally these data are not archived, but theaa erchive feature available.
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»Volunteer Records MOMTHLY REPORTS

»Work Data

»Medical Tests 1. Monthly Report(s) for:
»Training Programs Month Year [2010

»Scheduling 2. Select Report(s)

»Awards DSurnrnar',r Page

Clwork Areas, Hours by Volunter Types
»General Reports

Clwork Areas, with Volunteer Names
R [CIMemo to Work Areas

Longewvity E]

Monthly Calculations

Monthly Reports

Year End Reports

Year to Year Comparisons

Volunteer Statistics

»Setup and Utilities Clwolunteer List

»Sign In Utilities Limit to type | (none) v
[l inactive Wark Areas

»Applicant Tracking

Logout

Work area reports with volunteer namesmay be requested as a continuous report or seplaaata memo.
The memo option allows the selection of the wodaaNote that this is a different selectiorprocess. Only
those selected will be used, as opposed to masvlfakWeb filters wherein if a filter is not seled, all
available are used. If all work areas are to bectetl, after selecting the option and then clickinghe ‘+’ add
button, click on the fist work area (highlightindgpen scroll down to the last and Shift-Click on tast. This
should highlight all areas. Individual areas maékected by Crtl-Clicking on the selection.

Year End Reporting System

This reporting system is essentially the same edtbnthly Reporting System. VoltrakWeb does not
distinguish between calendar and fiscal yearsubes the 12 months starting with the Month and Yesgtrare
entered on the Print Request screen. If not athdAths are available, the totals will be for aua#gamonths,
and each report will indicate how many months vesalable for the report. To get year to date reparse
Year End reports after all months have been cakedltor the quarter(s) desired. There is an aduitiyear
End report listing work area totals by Month, irddin to Volunteer Type.
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YEAR END REPORTS

Beginning Month | January W

Beginning Year |[2009

|:|5ummar'n,-' Page

[IwWork Areas, Hours by Volunter Types

[l workAreas, Hours by Month

[lwork Areas, with Volunteer Names

[1Memo to Work Areas

[Clvolunteer List Limit to type (none) ]

[l Inactive Work Areas

Resetting Year to Date Hours

This is a special feature to replace all Year tteDwurs in the volunteers’ records with zero. 8itigs is only
a field value (no dates) it must be done eithea @alendar basis or fiscal basis, regardless if ¥ed reports
are generated for a fiscal year. This Year to Dat& total only appears in the Volunteer Record @amthe
Volunteer Accumulated Hour Report, and not in ahthe Year End Reports. Therefore, it is often eafr
volunteers viewing the Accumulated Hour Report iibased on a calendar year.

Resetting Year to Date hours should be done sdenalf hours for the previous year have been edtdt is
not necessary to refrain from posting hours innée year, VoltrakWeb will only use the date rangbaurs
that has been selected. For example, if year ®luairs are to be set back to zero for the yeanbeg Jan
2011, a Jan 2010 year end report should be seltaté#ue reset. VoltrakWeb will set the year toedaburs to
zero as of Dec 31, 2010, then calculate and addhauss posted on or after Jan 2, 2011.

Year to Year Reporting System

There are two reports available in this Print Retj¢&eneral Reports, Year to Year comparisons).
1. Monthly Totals — This report produces a report afthly totals for each year in the system.
2. Work Area Totals — This report is for a maximuml6frunning years, listing the Work Areas and their
total hours for each of the years requested (andadle).
Both reports are requested from a beginning momthyaar so that calendar or fiscal reports arealai

Volunteer Statistics
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This report counts volunteers by Volunteer Type "otlinteer Status. Additionally, an age grouping is
performed for those volunteers that have a birtlr yethe system. Age groups are under 20, 20-@239%3 40-
49, 50-59, 60-69 and over 70.
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Setup and Utilities

Setup and Utilities provides a number of routirresifinitial setup to ongoing operational routin€sere are
certain options that are made available only toMlaster Password, which must be used on the Lagiy.e

Also, see the section on ‘Getting Started’ for iddal information on some of these options.

Code File Entry and Deletion

Code Files are used to track:
Work Areas
Volunteer Types
Volunteer Status
Medical Tests
Training Programs
Skills
Referral Sources
Languages

Each table carries a code number (‘CC’) and a gsgun (‘DP’). VoltrakWeb tracks this informatiom i
various related data tables by number, not desmnipivhat is presented on the screen for the gsirei
description. The Code File Entry screen provideess to these files for adding, changing and aejetems
from these files.

Descriptions may be edited without changing thekireg of an item. For example, E.R. can be changed
Emergency Room without affecting any of the relatadking systems.

Adding a new entryinto a Code file:

1. If there is any question whether an entry is alyga@sent, it is advisable to preview (Print) tisé of
entered items first; removing duplicate entries samously and adversely affect tracking systems.

2. Select the code file from the radio button seletgio

3. Set the Printing Options to Order by Number.

4. Since a unique number must be entered, click ohafthe bottom of the grid to ascertain the next
available number by scrolling to the bottom of lise

5. Click on Add and enter both the number and desonif the entry.

6. The new entry will now be available on all relas=tleen displays.

All Code files will accept 9,999 entries except Matleer Types is limited to 10 (1-10) and Work Arem85000
(5000-9999).

Work Areas are used for tracking volunteer hours and assigtenand for summarizing hours by work area
in the Monthly, Year End and Year to Year reports.

There are specific code ranges for hospital vessitom 5000 to 9999. These are detailed in VoltrakW
Setup, above, and come up on the screen when thie Avea Code file entry is requested. They permoug
summaries in the Monthly and Year End reports fairvFacility Work Areas (5000-8999) and Out of Hiagi
Work Areas (9000-9999).
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Archiving and Deleting

Databases, just as word processing, need to beecleg occasionally; removing records no longendpesed
makes applications run faster, and data searcmdgyiawing easier. All VoltrakWeb archives are eadrin the
existing database, and all have retrieval optidifisarchives are backed up with the client database

Archiving is provided for three areas in Voltrak:

Volunteer Archive
Work Data Archive
Month and Year end summary data that carry volumames

Select Volunteers to Archive

Volunteers may be archived ONLY under Setup antitids. An Add/Remove box is provided in which
multiple volunteers may be selected for archividge Ctrl-Click (or double click) on the name toestimore
than one volunteer.

NOTE: Archiving volunteers may also remove all workdata and all related support datasuch as assigned
work areas, skills, etc. These data, for the magt pecome quickly outdated; should a voluntearetréeved
they would be of little value, and can be re-erdeag easily as updated. It is recommended thatoak data

for any months in which the volunteers are goinbealeleted, be first archived. [Currently thisdd being
done, but will be a distinct probability in the néature.]

Archiving volunteers is not a requirement in Vadiiveeb. Volunteers may also be deleted from the Vielen
Record. It is recommended that a volunteer praegrinted prior to performing volunteer deletion.

View/Retrieve Archived Volunteers

This submenu provides a standard volunteer searclofunteer selection, as well as a list printdtr
volunteer that have been archived.

When the volunteer is selected either with the naeaech and View, or by entering the volunteer nennitne
volunteer record is displayed with full edit optigkdditionally, there are two buttons availablegdno retrieve
the volunteer and the other to print the volunteerofile. A volunteer is retrieved with full denmaghic data,
including last work date and work area, and cafaecumulated) hours.

Note that additional filter routines are being ddesed for viewing (printing) archived volunteeasd will
likely be based on their last work date. This witl in the removal of unnecessary records.

Archive/Retrieve Daily Work

It is recommended that Posted Work Data older thanyears be archived. Data are archived by MorghfY
range, and can be retrieved at any time.

Because of the large number of records that thatseadn reach there are not only routines to Aggtbut to
View (print) and Delete.
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VoltrakWeb, at this time, does not lease by cagabiit by the number of volunteers. However, hastiosts

are based on database capacity. Should Work Ddfararolunteer photos (stored as jpeg) become fahga

average for the same number of volunteers, a alieytbe asked to remove unnecessary data and/omyse
formatting for volunteer photos. Other wise ourskeéees are based on the number of volunteergdtegs of
the capacity (size) of the database.

Retrieval of Work Data uses the same screen asvimgh and is done by Month/Year range. Data re&e
that no longer has a corresponding volunteer reatlfdhow with a blank name on any work data amseary
reports.

Note that any Monthly Calculations should not be pgormed on older retrieved work data. Since volunteers
may also have been archived or deleted, recalonktnay cause a significant reduction in somegdatatl
volunteer listings.

Archive/Retrieve Year End Summay

Doing the monthly calculations creates the Sumrata used for Monthly, Year End and Year to Year
reporting. One of the tables used for the summats darries the volunteer names for a given mamtt,are
used for Month/Year End volunteer lists and departintists with names. When reports with the volarge
names are no longer required, these data can beedcData for the summary page, work area houyps,
and by month, and Year to Year comparisons areyslaaailable.

Retrieval is available for these data.

Purge Schedules

Scheduling purging removes all monthly schedulas ltlave been built backward from the month that is
entered. This should be done for two reasons:

1. Toremove all built schedules no longer in use

2. Toremove and then rebuild a current month’s scleegtbere significant changes have been made in the
Master Schedule. Note that purging will also remang editing that has been done to that schedule
(volunteers marked absent or deleted from the sdbaddr any dates). To preserve editing and add new
volunteers, simply rebuild the schedule withowstfpurging; this will only add information on
volunteers that were not originally in that monte&hedule, and will not change any data for volerste
already in the built schedule.
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Set Award Levels

»Volunteer Records SET AWARD LEVELS TO VOLUNTEER TYPE

»Work Data Each Volunteer Type must have an associated Award Level Setup of A or B. See the Setup descriptions below.

»Medical Tests

Edit |Adult

#»Training Programs Edit A

. _@_IAux Member A

»Scheduling dit |Community Service B
_Edit by

»Awards _Edit |Junior B

Edit |RSVP A

»General Reports Edit |Student B

»Setup and Utilities

Code Files

Select Val. to Archive Award Levels. The last level is an incremental level, increasing each award level after the ninth by that amount.

View/Retrieve Arc. Vol.

A Levels B Levels
Arc./Ret. Daily Work First |1g[;| | |5[] |
Arc./Ret. ¥r. End Sum. Secand |250 100
Purge Schedules Third |50CI | |15EI |
Set Award Levels Fourth |7"5U | |200 |
- Fifth (1000 |250
Set Label Size{sat ayard Levels to Vol Type| I | | l |
Sixth  [1500 | |300 |
User Passwords
Seventh [2000 | [ss0 |
Master Setti
= Eight |2500 | [a00 |
AR ton Ninth 3000 | las0 |
Miscellaneous Defaults  o——— |SUCI | |5EI |

»Sign In Utilities

[Canceﬂ Changes] [ Save ChangesJ

»Applicant Tracking

Award Levels must be entered AFTER Volunteer Tyipege been entered, and BEFORE an award calculation
is performed. Two levels of awards are availablé aslunteer types are assigned to one of the tweide

Every volunteer typ8UST have an Award ‘A’ or Award ‘B’ assigned.

Every Level MUST be filled in for ‘A Levels.” Everfgevel MUST also be filled in for ‘B Levels’ if any
volunteer type has been assigned a ‘B.’

If a new volunteer type is entered into the cotie be sure that new type gets assigned an AwadB
Leaving any blanks will cause an error messagétémgting to run Award Calculations.

Set Label Sizes

The defaults are already set for a 1"x2 5/8” laptieee columns, 30 labels per page (Avery numhéoh
These defaults may be changed for other labels.sBae Getting Started for label adjustments.
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User Passwords

TheMaster Password allows full access to all features of VoltrakWabhd should NOT be used unless these
features need to be accessed.

User Passwordshould be assigned to all users (staff); volustaenless acting in a staff capacity, do not get
passwords. Certain Setup and Utility submenus aravailable with user passwords. Each user passalso
has an email address and name entry that may eeednbut is not required. When a user logs into
VoltrakWeb, this information, if available, is usad a return address when any email request isltémg user
email data are not entered the default sender'®raard email address will be used. (Note that thit
currently implemented, but will be by Fall 2011.)

Master Settings

With the Master Password, both the Master Passandddefault email settings can be changed.

Master Password — it is highly recommended thatdhiy be changed if this password has been gvethier
users other than the administrator. Benan Systésnsuaes this password to gain access for supgsues.
Benan Systems should be advised of any Master Bag®hange, although the password itself does an h
to be sent.

Audit Log

VoltrakWeb has an Audit Log that tracks users bgspaord, providing time in and out and indicatingritical
data have been changed in the database.

This Audit Log can be enabled/disabled from thisrsanu as well. It is recommended that the Audit heg
enabled and checked periodically.

There is a routine to remove past records forgissem.

Miscellaneous Defaults

Posting hoursmanually (Work Data or Volunteer Records) is aithy entering Time In and Time Out, or by
entering Bulk Hours. The normal default is by Timewhich can be changed to Bulk Hours on theseests.
The option to temporarily change this entry id stifailable on screen.

Search routinesto locate a volunteer’s records may be set tochday Volunteer Number, Last name or First

name. The Default Setting may be set here to alwayee up either as Volunteer Number or Volunteest La
name. It can always be temporary changed on tleescr
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Signin Utilities
Signlin Utilities permits access to the part of da¢abase associated with the volunteer sign in.

Edit Signin
If a volunteer signs in and fails to sign out oa #ame day, they are stopped from signing in agaout on a

subsequent date. Their record may be edited uhtesibmenu by either deleting the sign in record,
completing the record with the volunteer’s sign tuie.

View Daily Activity
Volunteers that have signed in for the current slalgte are presented with their name, sign in éintework
area. Volunteers that have already signed outfoday, or that have had hours manually posteth&current

day, are listed in a second grid.

The active grid also has a print option particylaiseful for an emergency list providing all voleet names
that are currently in the facility, the time theanee and their work location.

The combination of both the active grid and thedogrid of those that have completed volunteerargtie
day provides information on whether the voluntsecurrently working, or has worked for the day aad left.

Personal Message

All personal messages that have been posted gighen system and not read are listed. Thesededwo
from the Volunteer Record: the See Office whichnsautomatic notification, ‘Before you sign in, ge check
with the office.’, and the Personal Message thanitered by the user. A third group message idablaiunder
Volunteer Lists. Messages that have been readuoenatically deleted.

Message alerts (medical tests and training progdamay are not actual messages that are postednlyut
temporary messages displayed when a volunteer signs

Individual or all messages may be deleted from shbmenu

General Message

A Volunteer ‘bulletin board’ is always associatethathe volunteer sign in number pad, and can beved at
any time.

This submenu provides a rich text memo field tongjeathat message. Note that the size of the Me<ager

is not large and messages should be kept as shpasaible to avoid the volunteers from scrolliogvd to
view the entire message.
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Applicant Tracking

VoltrakWeb has a complete tracking system for ajayplis so they don’t become part of VoltrakWeb’s
volunteer database until they have been acceptes system is designed to track their Applicatidaté sent
and date returned), Interview and Orientation (dakexl dates), all with automatic reminder letters.
Additionally, Skills and desired Work Areas arecalisacked for each applicant to assist in placement

»Volunteer Records APPLICANT TRACKING

»Work Data m Search by & Last O Frirst O Number |5p‘3 | @

»Medical Tests First Name

»Training Programs

»Scheduling

wAwards
»General Reports

»Setup and Utilities

Applicant Tracking Mickname :

Alphabetical Listing

Address* |223 S. valley |

City* Conses State™ zip [ss333 |
List, Work Areas/Skills -
Waork

H Bh 334-232-4445 444-565-5556 0905-500-0090)

Reminder Letters/Labels R A Fhone ( =

List, Letter Check ol Type |Adu|t \0‘|

Date of Birth 04/06/1978 EI Gender ® male O Female
given

A|:|L|:|I|cat|on 12/10/2010 |8 Orientation
returned

Reminder
Letters Sent

Waork Areas Central Supply B Skills | Accounting B

Computer Input

Alpha Listing/Phone #'s

Loegout

Apphcatlon Interview D Orientation

Memo

Reminder Letters - If letters are sent, VoltrakWeb keeps track thase letters have been sent so a request for
a group printing for the same date range will ieégluplicate mailings.

52



Reminder Letter Merge — VoltrakWeb performs the merge up to the endeffirst paragraph. The remainder
of the letter is written by the user (and save@)write or change these letters, select Letter Tatap on the
applicant screen, then use the drop down box gbghef the rich text edit screen to select theetetb modify.

Email —Individual Email will be added by Fall 2011. Cateyation is being given to also adding group email
related to application, orientation and remindes dates.

Transfer to the volunteer database is automatic with & dfahe button ‘Transfer to Volunteer.’

Printing

There are two printing routines for the Applicamadking system: individual letters directly frometapplicant
screen on brown buttons and Group printing fronmseu options under Applicant Tracking.

Individual Letters are available for Interview, Orientation and Letend are on the brown buttons of the
applicant screen. Selection provides the autornibtioceerged letter in a rich text screen (Lettebliank), which
can then be edited in its entirety. Printing idily to the local default printer by clicking dmetprinter icon.

Group printing has the following options available from the Applt Tracking submenus:

= Alphabetical Listing

= Alphabetical Listing with phone #

= Alphabetical Listing with Skills and Work Areas

= Reminder Letters/Labels/Export — This providesiatHRequest screen from which you may select a
List, Letter, Export and Labels for Applicationuat, Interview or Orientation, based on a date eang

= List, letter check — This report lists applicantisva True (sent) or False (not sent) for the three
reminder letters.
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Instructions for Using Vollrak Web s Photo 7D

Photos are best generated by a digital camera asft@ with the necessary software for downloadi a
editing. The photograph should be at reasonabkeaiange capturing the shoulders, allowing a ligtlieude
for editing. Generally the editing software thatmas with the camera (e.g. HP Photo Smart with Hifecas)
has cropping, image resizing and ability to save omp format.

A directory needs to be created on the PC to hmdiploaded pictures; once uploaded to Voltrak\Viredy
should be moved to a second ‘inactive’ photo doBctNote that VoltrakWeb’s export functions do eaport
photos.

Photo images have different extensions (jpg, brop;é&foltrakWeb uses both bmp and jpeg (jpg) fasna
although bmp are preferred for capacity reasonsAlso, created images are often automatically miadile
name often consisting of ‘IM’ plus a number andemsion, like IMO00034.jpg. Identifying the pictuyeu
want is not easy unless it is either renamed, ®ptiotos to be uploaded into VoltrakWeb are kepasse
from those already uploaded.

In VoltrakWeb’s loading procedure, pictures carbb@wvsed to pick the right volunteer before the imagput
on the volunteer’s record.

To prepare and upload an image to VoltrakWeb:

1. Take the picture(s) and upload to into your PChlaot ‘active’ directory should be used with a
subdirectory for photos having been uploaded tdrgkWeb.

2. Use image editing software and, if necessary, arapenhance the picture to create a square close-up
image

3. Resize the picture to a 125 by 125 pixel image

4. Save this image in bmp format (preferred) or jgpg)(

5. From the Volunteer’s Record, click on the browntbatLoad Picture’ to bring up the picture browse

and upload screen

Browse to locate the correct photo

Click on Upload to load photo into VoltrakWeb

No
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Volunteer Signln Module

General

V .
f Touch Sign In or Sign Out ) r 5 'd = 3 lE;I
: @ Signin R & Sign Out
[  Enter Volunteer Numberand | - — ( |
2 . | General Message Center ;
(-’._ Press OK W r, ‘w I(_ W ' ) | Volunteers, welcome to your new .

| 1 2 3 | message center!
{ EnterWork Area Numberand ) . . ]
Each time you sign in, check this

(’_ Press OK \ center to see if there are general
E J r,- w ~ --1 P ~ messages from the Volunteer Office.
(_’Press Change to enter new Areaor | . 4 5 6 This system will also have these
= - message capabilities:

— If VaTi?. Press Finished

e ‘see office’ alert

e personal message

» Med test and Training alerts 2
weeks prior to date

Volunteer Number | 42 | ( w (

= B

W ( g

9

| Anderson, Ruth L 8

Work Area Number | 9000 ) ( ]

0 ":;\Search Area ] ,

Carrollwood Info. Desk J 5
'rﬁChan e Areaq\' e | g, I A= |
g ®Finished | | OK | |x Cancel! |

Total CareerHours | 1961 ] t— J

- -

[ =

The Volunteer Signin Software provides a real tsign in and out system for volunteers. The system
automatically records the time and date of the Bigand out and calculates the hours worked anohaatically
updates the volunteer’s record.

A special password must be entered under Setuptliites, User Passwords, with Sign In rights. §may be
a simple password and is used only to bring uprtienteer sign in number pad. This system is desigo
remain up 24/7; volunteers will use only their vakeer ID number to sign in and out.

The volunteer sign in is designed to be used @ueht screen monitor, so only the monitor shouldhb&e
available, hiding or locking up the PC, mouse aegbloard. If a touch screen is not available, oné/rhouse
should be made available.

It is also recommended that this PC be dedicatdéidisdunction and all other options usually avialéato users
be made unavailable. Only an internet connectioadsired.

New volunteers should be given their volunteer neinflD). If possible, prior to a new volunteer siggin,

staff user should enter their beginning work aneden the volunteer’s record, Work Related tab enftald
Last Work Area. This will then appear for them whieay sign in.
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Sign in Operating instructions

The steps a volunteer should follow are in the upgfecorner of the Signin Screen; these instangi‘move’
as each step is executed. To assist volunteerbaliatnot used the Signin, we suggest that a poofithis
manual be reproduced for them, and perhaps thaiulBber written on the back of their volunteer adg

Additionally, one step that is often forgotten lmlunteers just learning to sign in, is to sign dumay help to
put a large message on the Sign In’s bulletin btafBlease remember to Sign Out!’

These are the steps for a volunteer signing in:

Touch Sign In

Enter your ID number on the keypad (note thereNsme Search button)

Touch OK — your number and name will be displayedhe left, black on yellow

If the name is correct, and your work area is displayed and is correct, touch Finish
If the name is incorrect, touch Cancel and try magaiget assistance.

If the name is correct and the work area is missimgr the work area number on the keypad (note the
is an Area Search button)

ogokrwnE

~

or use Area Search)
8. If both name and work area are now entered, touubh:
9. DO NOT close the sign in screen

Signing out only requires the volunteer number aerfication that the correct number was entered
1. Touch Sign Out
2. Enter volunteer ID and touch OK
3. Touch finish if name is correct.

For most volunteers that volunteer in one work amd have that work area in their record, they roedyl to:
1. Touch Signin
2. Enter their ID number and Touch OK
3. Verify the name and area displayed
4. Touch Finish (assuming data are correct)

If a volunteer has already signed in, or has faitesign out for a previous date, a message wikapand the
sign in procedure cancelled.

As soon as OK is touched, Personal messages, @ege the office or notification of an upcomingdital
Test or Training Program are presented to the we&rn

Set Status to All

Volunteer status is used to limit the volunteeed #re able to sign in. The default setting igcetlow only
volunteers on Active Status to sign in. By clickioig this option, the limitation is lifted and alblunteers may
then sign in. (See Setup and Utilities, MiscellareDefaults.)

Note that the code for ‘Active’ status that is uged. Please check to make sure that Voltrak Wattise

status code is 1. (Setup and Utilities, Code Fl¥edunteer Status). If it is not ‘1’ this option@hid not be used
and should be set to all; the utility line showdd ‘Set Status to Active.’
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Manual Updates and Printing

The manual is presented as a PDF download andecaieWwed, printed and/or saved locally so it isilatbde at
any time.

There is a revision date on the cover page thatldhiie noted. VoltrakWeb Software will most likediways
be in a state of updating with changes and newtiaddi The manual will be adjusted as these appiica
updates are implemented, and the revision dategeltaiienerally, a notification will be sent toaients
advising of major changes and additions.

Suggestions for using the manual:
1. Clicking on Manual, Main Menu will bring up the PFeview of the manual.
2. Print sections by page number, or print the emiamual
3. Save the manual for desktop use
» Use the icon to save the manual to a known locgtoactory)
* Once saved, right click on the VoltakWebManual fléfand select ‘new’ and then ‘create
shortcut’
» Drop and drag the new shortcut to the PC desktegprrtanual will then be available without
having to log into VoltrakWeb

Contact Information

Note that there may be additions to our contacirmétion periodically. Our email list, particularhyill
change as we begin to separate certain areas stipport, such as Info, TechSupport, Training, Actmg,
etc., and provide direct emails for to areas.

Benan Systems LLC

11445 E. Via Linda Ste 2 #475
Scottsdale AZ 85259

800 865 8725

www.Vvoltrak.net

Voltak@msn.com Main company email address
Info@Voltrak.net  Currently a company contact, but will soon be yseaharily for prospective clients

Tech support possible addition
Training support possible addition
Accounting possible addition
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Manual
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overdue, 38
overview, 35
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setup, 8
updating records, 35
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Merge
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Password
changing Master Password, 50
volunteer sign in, 55
Passwords
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setup, 7
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deleting image, 20
instructions, 54
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phone and info, 18
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awards, 34
Posting hours, 24
Print
PDF format, 12
Print Menu
filter options, 12
Print Menus, 12
Printing
applicants, 53
awards, 34
daily sign in sheets, 30
master plan, 31
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print request screen, 12
scheduling system, 29
training programs, 37
volunteer individual profile, 20
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Report Generator, 16
Requirement

running application, 6
Retriving

volunteers, 47
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Schedules
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Scheduling system
absent volunteers, 29
absentee printing, 31
building monthly schedules, 27
changes in master plan, 27
daily sign in sheets, 30
deleting monthly schedules, 31
edit monthly schedules, 28
editing monthly schedules, 28
master plan, 26
overview, 26
printing, 29
scheduling a volunteer, 26
volunteers schedules, 30
work area schedules, 30
Scheduling System
entering a vounteer, 26
Schedulingsystem
master plan, 26
Search
field values, 18
Setup, 6
award levels, 8
label sizes, 8
languages, 8
medical tests, 8
merge letters, 8
passwords, 7
referral sources, 8
skills, 8
training programs, 8
volunteer status, 7
work areas, 7
Setup and Utilities, 46
Shortcut.Seelcon
Sign in
operating instructions, 56
Sign In
volunteer sign in module, 55
Signin
volunteer status, 56
Signin
group message, 22
Signin Utilities
daily activity, 51
edit signin, 51
general message, 51
personal message, 51
Signin Utilities, 51
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setup, 8
Summary Data
archiving, 48
support
telephone, 5
Support
Online, 5
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Tab key, 9

Training, 5

Training programs
entering volunteers, 35
overdue, 38
overview, 35
printing, 37
reminder letters, 37
setup, 8
updating records, 35
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entering, 50
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Volunteer
archiving, 47
award levels, 49
edit, 19
new entry, 18
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printing, 20

record overview, 17

scheduling, 26

search, 10

statistics, 44

status, setup, 7
Volunteer sign in, 55
Volunteers

retrieving from archives, 47
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Work areas
code ranges, 7
setup, 7
Work Areas
adding and deleting, 46
Work Data
archiving, 47
Work hours
edit, 24
posting from keyboard, 24
posting from Scheduler, 24
printing, 25
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Year end reporting system, 43
reseting year to date hours, 44
Year to date hours
reseting, 44
Year to Year Hours Reports, 44
Years in service, 41




