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Volunteers

Opening the Volunteer Window

1. Open the Patron List Window.
2. Search for a Patron and click on their name in the list.

&
3. At the top of the Patron List Window, select the Volunteer [**“"*| Button. The Volunteer Window will open with
the data of the patron.

i) 560 Volunteer History for Doug Easterbrook (#51) {Company 1} =
\ . g
T e T Y
Mr. Doug D. Easterbrook (#51) m | Detail/Notes = Volunteer ~ Position = Time Available  Award |

Director of Technology

Activi ain? Last Contact Paid # Hist  Pref  Hours Recog...
ty g

72 Work (403) 536-1214

o [ Work doug@artsman.com
@ \ Home  www.artsman.com
@ 5 Work (403) 536-1210
@ % Home
Suite 300 |
:2E13012— 17th Avenue | (=) rHHS
Calgary AB T2A 0PQ 4 # New | 2 Open | T Delete
a v
From Date To Date Activity Role |Event C... Event Title Rating| Hours Paid $ Shift
a il

Open Delete | | Event Title -Gj like |any part of the event title

lofl Entered: APR 21 1993 8:59:00 PM, Last Updated: FEB 3 2008 5:32:59 PM, Edits: 1
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The Volunteer Window

g

To access this window you can use the Volunteer L[| Button on the tool bar of the Patron List Window, or the Patron
Record Window. The Volunteer Window will open with the data currently residing in memory. As with Media members,
the volunteers are entered into the database as patrons. Once entered you can then fill their volunteer information.

: a6 Volunteer History for Doug Easterbrook (#51) {Company 1} —
| :
| | @ : e i 3
) ClLw [l 8
Help New Save Duplicate Revert Delete Print  Spell
M_r- Doug D. Easterbrook (#51) 0 | Detail/Notes -~ Volunteer - Position | Time Available  Award |
Director of Technology
Activity Again? Last Contact Paid # Hist Pref  Hours Recog...
T Work (403) 536-1214 i lan 13 2010 _ No 10 0.00 0.00
& [ Work doug@artsman.com
@  Home www.artsman.com
@ 5 Work (403) 536-1210
@ % Home
Suite 300
#2,3012 - 17th Avenue (&) T
Calgary AB T2A 0P9 4| %] New | 5 Open || T Delete |
___Canada b
From Date To Date Activity Role Event C... Event Title Rating Hours Paid § Shift
o <Ir
.74’T New | Open Delete | | Event Title @ like [any part of the event title J
|1of1 Entered: APR 21 1993 8:59:00 PM, Last Updated: FEB 3 2008 5:32:59 PM, Edits: 1 <]

Parts of the Volunteer Window

Volunteer This information is contained in the upper left portion of the window. All the information is taken

Information directly from the patron information you entered.

Detail/Notes This tab allows you to enter more specific information about the volunteer.

Volunteer This tab has adjustable menus and fields for additional information on the volunteer.

Position This tab lists positions that the volunteer can perform are displayed in this section.

Time Available This tab allows you to set the times that the volunteer is either available or unavailable.

Award This tab allows you to see any awards that the volunteer has received and add additional awards.

History The? A(?tivity History / Evaluations. i's the Iqwer section of the window. It contains a list of all the
activities that volunteer has participated in.
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The Detail / Notes Tab
This tab contains detailed information on the volunteer.

Detail'Notes |Volunteer |Position | Time Available Award

Greeting |Blame

Birthday |8UG 29 1957 3

200e-07 0.00
2005-06 0.00
2004-05 0.00

Height | 0.00 ft.
Weight | 0.00 Ibs,

Age Code |Adu\t

Status |Status-Active |

General Volunteer Notes

2003-04 0.00
2002-03 0.00
Befors 2001 10.00
Total 10,00

- SIN # |

Gender (&) Female
O Male

Parts of the Detail / Notes Tab

Greeting The greeting that the individual prefers.

Birthday The individual's birthday.

Age Code The age code of the individual. The selection can be modified in Code Tables.

Status h" the individual is a'ctive' and if so when the best times for them to work are. This drop down
field can also be edited in code tables.

Height The height of the individual.

Weight The weight of the individual.

SIN # The individual's Social Insurance Number.

Gender The gender of the individual.

Hours Summary

Shows a yearly summary of hours worked for the past five years, and a summary of all years
prior.

General Volunteer
Notes

General notes about the individual.
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The Volunteer Tab
The volunteer tab displays additional criteria that can be tracked about the volunteer.

Detail'Notes | Volunteer Position | Time Available | Award

Hair Calour | v
Eve Colour | ¥
Wocal Range | 54
Instrument: | v

Yolunteer Flags

[OJoance
[sing
act

[wal Flag#4
[Jwal Flag#s

Parts of the Volunteer Tab

Hair Colour The hair colour of the volunteer. The list is adjustable in Code Tables >> Volunteer Hair Colour.
Eye Colour The eye colour of the volunteer. The list is adjustable in Code Tables >> Volunteer Eye Colour.
Vocal Range The vocal range of the volunteer. The list is adjustable in Code Tables >> Volunteer Vocal Range.
Instrument The instrument the volunteer plays. The list is adjustable in Code Tables >> Volunteer Instrument.
Dance Check box to denote whether the volunteer dances.

Sing Check box to denote whether the volunteer sings.

Act Check box to denote whether the volunteer acts.

Volunteer Flag #4

Additional assignable flag that can be used for tracking volunteers.

Volunteer Flag #5

Additional assignable flag that can be used for tracking volunteers.
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Volunteer Activity - Code Tables

The types of activities your organization's volunteers engage in can be set up, assigned and tracked inside Theatre
Manager. This page shows you how to set up those activity types.

1. To set up volunteer activities, go to Setup > System Tables > Code Tables and scroll down to select Volunteer

Act|V|ty

e P, Eode Table Data =1

\_/J : /""J —\_J d L» } 2] \J Q N

ﬁbm%wmmmm Activate Inactivate Merge 2

To display the entries in a code table
2 1) Click on a code table on the left list
@ 2) Read the notes about the code table to confirm you wish to edit it
3) Double Click the value to edit it.

Code Table Code Table Entries | Show Inactive Values

Mktg #6 (pop-up) ||l » Activity “ Type

Mktg #7 (pop-up) Actor/Actress active

Mktg #8 (pop-up) Artist Host active

Order Reason to Buy Board Of Directors active

Patron Age L:OdES Coat Check active

Patron Location Coffee Bar active

Patron Name Suffixes Directors active

Patron Relationships Dress Designer active

Patron Salutations Executive Directors active

Patron Type Flyman active

Payment Mefhflds Eront of House active

Performance Field #1 Lighting Design active

State Lighting Technician active

Subscription Date Change Merchandiser active

Subscription Location Change Newsletter active

Subscription Renewal Status Office Assistant active

Transaction Source Producers active

Transaction Types Pyrotechnic active

Traveling Troupe Reception active
Volunteer Activi Running Crew active

Volunteer Awards Set Construction active

Volunteer Eye Colour Set Design active

Volunteer Hair Colour Special Events active

Volunteer Hour Ranges Stage Crew active

Volunteer Instrument Stage Manager active

Volunteer Shift O Telephone Support active

Volunteer Status " | iTraffic Control active

Volunteer Vocal Range .|l iUshers active

1 of 27 =4

-
2. Click the New button [_"** | in the toolbar to open the Volunteer Activity Insert window.
N lelle) Volunteer Activity {Company 1} (inserting) =)
: v : )
r ' [N I @ Ly jf";"

\,!:!‘/ ,
Help  New Save Duplicate Revert Cancel  Print Spell

Code tables are used by Venue Manager during data entry to validate data

” \ entry fields. You may customize these values for your venue, However, if
' &  youchange an existing one, it changes all values in the database that refer
— 1o it

Activity | Ticket Selled |
Status () Inactive Available at @ Box Office

®) Active ™ Development
Permanent @Internet
System
Must enter a description for the code table 4
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3. Give the activity a specific name so anyone will be able to decipher its purpose, mark it Active by checking the
Active box, and select in which areas you'd like this volunteer activity to be available (Box Office, Development,
and/or via the Internet) by checking the appropriate box or boxes. Then click the Save button to add it to the list

of Volunteer Activities.
OO Code Table Data

! = = - 3 7 £
AN ZANEING RIS O R R BN
Help ~ New Open Duplicate Delete  Print Export  Activate Inactivate Merge  Set

To display the entries in a code table
y 1) Click on a code table on the left list
gj} 2) Read the notes about the code table to confirm you wish to edit it
3} Double Click the value to edit it.

Code Table Code Table Entries
Misc-Special Letter/Task Ty... » Activity + Type
Misc-Workflow Notification Actor/Actress active
Mktg #6 (pop-up) Artist Host active
Mktg #7 (pop-up) Board Of Directors active
Mktg #8 (pop-up) Coat Check active
Order Reason to Buy Coffee Bar active
Patron Age Codes Directors active
Patron Location Dress Designer active
Patron Name Suffixes Executive Directors active
Patron Relationships Flyman active
Patron Salutations Front of House active
Patron Type Lighting Design active
Payment Methods Lighting Technician  active
Performance Field #1 Merchandiser active
State - MNewsletter active
Subscription Date Change Office Assistant active
Subscription Location Change Producers active
Subscription Renewal Status Pyratechnic active
Transaction Source Reception active
Transaction Types Running Crew active
Traveling Troupe Set Construction active
Volunteer Activity Set Design active
Volunteer Awards Special Events active
Volunteer Eye Colour Stage Crew active
Volunteer Hair Colour Stage Manager active
Volunteer Hour Ranges Telephone Support active
Volunteer Instrument Ticket Seller active
Volunteer Shift O Traffic Control active
Volunteer Status all ‘Ushers active
Volunteer Vocal Range v

1of 28
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Volunteer Custom Field 1
The Custom Volunteer Field 1 field can be customized to suit client needs. The field can be renamed and drop down

options edited to reflect client needs. This drop down field is found in Patron Records and Personnel Management.

eme Code Table Data
: —
| d: . &) ] " - ) ==
Rt L & | o | L = B
Help Mew Open  Duplicate Delete @ Print Export | Activate

¢

To display the entries in a code table

1) Click on a code table on the left list
2) Read the notes about the code table to confirm you wish to edit it

3) Double Click the value to edit it.

Code Table Code Table ™ Show Active _| Show Inactive
Mktg #6 (pop-up) ~ | |s Eye Colour Type

Mktg #7 (pop-up) Blue active

Mktg #8 (pop-up) Brown active

Order Reason to Buy Gray active

Patron Age Codes Green active

Patron Name Suffixes Hazel active

Province

Patron Relationships
Patron Salutations
Patron Type
Payment Credit Card Addre...
Payment Methods

Subscription Date Change
Subscription Location Chan...
Subscription Renewal Status
Transaction Types

Traveling Troupe

Volunteer Activity

Volunteer Awards

Volunteer Eye Colour

Volunteer Hair Colour
Volunteer Instrument
Volunteer Status m
Volunteer Vocal Range

lof 5 1 codetable value has been successfully deleted from the database
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The Positions Tab

The positions tab is part of the Volunteer Window and displays the positions, which the volunteer can perform. Functions
of this tab are add a position, edit a position and delete a position.

Detail/Notes | Volunteer | Position |Time Awvailable | Award

Position Ao Con, P Hist Prefl Hours Hour... Paid Amour
Funning Crew YesiMa,..: Mo 0.00: 0.00 £l
Directors YesiMa... | Mo 0.00¢ 0,00 ko)
Lshers Yesilu,.. | Mo 1 10.00¢ 10.00 £l
Board Of Dir...i¥esiSe... i No 10; 0.00; 0.00 |

[ # New || 2 Open |[ & Delete |

Parts of the Positions Tab

Position The volunteer code of the position. The codes are setup in Code Tables >> Volunteer Activities.

Again If the volunteer is still interested in the position.

Contacted The date last contacted.

Paid If the activity was paid.

History If any historical information is available.

Preference | The preference rating of the volunteer for the position on a scale of 1-10.

Hours The total number of hours worked in the position.

Paid $ The total amount that was paid for the activity.

Last Year The last year that the volunteer performed the position.
Notes Any notes associated with the position.

Inserts a new position through the Positions For Window.

Shows the details for the selected position as well as allowing editing in the Positions For Window.

Deletes the selected position.
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Adding Volunteer Positions

Once a volunteer has worked or expressed interested in a position you should add the position to their data. Open the
Volunteer Window. You will see the positions section on the upper right of the screen.

__| Volunteer History for Blaine Abel {Arts Mgt Sys} g@
Ypeu, Spel
Mr. Blaine Abel (#18) [] "
b stail/ 5 | Vi | Position |Tj Avai AL
Manager @ Port Sign Systems Detail/Notes | Volunteer Time Available  Award
Position A.0Cow, Pol Hist|  Pref Hours/Hour... Paid amour
Running Crew iYesMa...: 0.00; 0.00 &0
-2 oile (403) 272-7474 Directors es Ma... : © D00l 0.00 0
i Work (403) 229-5754 Ushers ivesilu 1i { 10.00f 10.00 I
_|||poard Of Dir... i¥es:Se...: No 10: 0.00; 0.00 $0
& % Homs 3
2019 626 Cantrel Drive
MNE
Calgary, Alberta H H H H H H
Usa, &l Im | (>
35609 - g
[ # Wew [ 5 open ][ T Delete |
vl
From Date To Date Position Role Play C... |Play Title Rating| Hours Paid amount| Ev.
Apr 15 1994  ilun 30 1994  Ushers 93-03 AMME OF GREE... 9: 10.00 $0.00
Jun 2 2008 Jun 2 2008 Running Crew 07F-NIC :ELVIS - Live! 10.00 $0.00
(] I | }”
[__#] New ][ 5 open ][ Delete | Play Title [s] From | To ¥
1 2wolun recognition has been successfully deleted from the database

1. Click the New button.

_| Position for Blaine Abel (#18) {Arts Mgt Sys} {inserting)

This will open the Positions For Window.

BEI %]

-
&) relp W New Save | Delete >
Position f i 2006-2007 0.00
2005-2008 0,00
Last Play | <MelPlayx 2004-2005 0.00
2003-2004 0.00
Last Contact {SEp 28 2007 LE) 2002-2003 0.00
preference [0 Befors 2001 0.00
Toral 0.00

[l will do again
[CInarmally compensated for daing this m

Position Notes

Notes About
This Position

2. Select the position from the list.
The drop-down list is customizable in the Code Tables >> Volunteer Activities.

3. Select a play using the Lookup s button if applicable.
4. This will open the Play List Window allowing you to search for a play. Double click the play to select it.
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5. Change the last contact date if needed.
Select "Will do again™ or "Normally compensated for doing this position" if applicable.
7. Enter any notes about the position.

o

| ™ |}
8. Click Save sa= if all the information is correct.
9. The new position will now be shown under the Positions Tab and can be used to create records. Click here for
more information on creating volunteer history.

Editing Volunteer Positions
You may need to edit a volunteer position to update notes about the position or the last play the volunteer worked. This
is performed through the Positions Tab on the Volunteer Window.

1. Find the Patron Record and open the Volunteer Window.
2. Click on the Positions Tab at the upper left of the window.

__| Velunteer History for Blaine Abel {Arts Mgt Sys} g@
{m Spel
Mr. Blaine Abel (#18) [ .
. (W stail/ TIAY .y | Position |Tj il AL
Manager @ Port Sign Systems Detail/Notes | Volunteer Time Available | Award
Position A.lCo... Hist|  Pref Hours/Hour... Paid amour
- Running Crem i¥es|Ma...! i { 0.00 0.00 $l
+ Home (D) EvETEa Directars  ives Ma... : ool o 1
& Wark (403) 229-5764 Ushers fyes du... 1 i 10.00f 10.00 &
Board Of Dir... [Yes Se... | : 10; 0.000 0.00 0
@ % Home
2019 626 Cantrel Drive
MNE
Calgary, Alberta H i i H H H
Ve - : : : : : : _
35609 - =
[ #| New ][ 9 Open ][ =~ Delete ]
b
From Date To Date Position Role Play C... |Play Title Rating| Hours Paid amount|Ev.
Apr 15 1994  {Jun 30 1994 Ushers 93-03 AMME OF GREE... 9; 10.00 $0.00
Jun 2 2008 Jun 2 2008 Running Crew 07-NIC (ELYIS - Live! 10.00 $0.00
r =
#| Mew [ 5 open |[ T Delete | Play Title [v] From | Ta
1 2wolun recognition has been successfully deleted from the databaze

3. Click on the position you wish to edit.
4. Click the Open button |2 Open | This will open the Position Window for the position.
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"I Position for Blaine Abel (#18) {Arts Mgt Sys} (inserting) (=

-
P 7 »
\‘_’) Help I New ™| Save ™ Delete
Position | vl 2006-2007 0.00
2005-2008 0.00

Last Play I | <o Play> 2004-2005 0.00
= 2003-2004 0,00
(Lt Cimie ISEP 28 2007 z 2002-2003 0.00
Prafarence lim Before 2001 0.00
Toral 0.00
[“1will do again
[IMormally compensated for doing this m

Position Notes |

Notes About
This Position

5. Change any data as needed.

6. Click the Save sae button.

You will return to the Volunteer Window and any changed data will be saved and displayed under the Position Tab.

Deleting Volunteer Positions

You may now delete positions that have no activities attached to them. Find the Patron Record and open the Volunteer
Window.

1. Select the Positions tab at the upper right of the window.

__| Volunteer History for Blaine Abel {Arts Mgt Sys} g@
‘ ge”‘ Spel
Mr. Blaine Abel (#18) [ ” ‘ e |
5 (ml i i | Position |Tj i ” X |
Manager @ Port Sign Systems Detail/Notes | Volunteer Time Available  Award
Position A.0Cow, Pol Hist|  Pref Hours/Hour... Paid amour
Running Crew iYesiMa...: No : {000 0,00 &0
&2 e (403) 272-7474 Directors es Ma... Mo | © D00l 0.00 0
i Wark (403) 229-5754 Ushers iYesilu.. iMo | 1i { 10.00f 10.00 I
_|||poard Of Dir... i¥es:Se...: No 10: 0.00; 0.00 $0
% Home 3
2019 626 Cantrel Drive
MNE
Calgary, Alberta H H H H H H
UsA H H H H H H
4 i by
35609 [_I | |_
| [_# new ][ open |[ T Delete |
vl
From Date To Date Position Role Play C... |Play Title Rating| Hours Paid amount| Ev.
Apr 15 1994  ilun 30 1994  Ushers 93-03 AMME OF GREE... 9: 10.00 $0.00
Jun 2 2008 Jun 2 2008 Running Crew 07F-NIC :ELVIS - Live! 10.00 $0.00
< I I ES
#| New [ Open J[_ T Delete | Play Title [s] From | To| 4
1 2wolun recognition has been successfully deleted from the database
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This tab displays all the positions the volunteer has held or expressed an interest in.

2. Click on the position you wish to delete.
3. Click the Delete button at the bottom of the tab. The following confirmation window will open:
_I Delete a Record

Are you sure you want to delete the 1 selected Wolunteer history
] record?
.

[ & Delete |[ &9 Cancel |

T ——
]

4. Click Delete (& Delete Jtg proceed with the delete.

5. To cancel the position deletion click Cancel (& Cancel )

Personnel /Volunteer Management Quick Reference Guide
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The Time Available Tab

%)etaﬂfﬂutes Volunteer |Position| Time Available |Award

Month [«] s [Al Months iz £
Month Day Start End Type MNote

March Tuesday i02:00 AM :19:00 PM ‘Available | -
March Wednesday 02:00 AM :19:00 PM ‘Available [
March {Thursday [02:00 AM :19:00 PM ‘Available :

March iFriday :02:00 AM :19:00 PM ‘Available

April  {Tuesday [02:00 AM :19:00 PM ‘Available

April  Wednesday02:00 AM :19:00 PM iAvailable . =
G s R s G . .

[ “, New Time Wizard || % Mew || . Open |[ = Delete |

Parts of the Time Available Tab

Month [+ Allows you to specify a particular month to check or set availability
is [AllMamhs 1 v) 2| Allows you to further refine your search

Month The Month the Personnel / Volunteer is available

Day Day of the week the Personnel / Volunteer is available

Start Start time

End End Time

Note Any notes entered on the availability time

[ New Time Wizard | Opens the new time wizard

Adds a single time

Opens a selected time

_ = Delete | Deletes a selected time

If a volunteer knows what times they will be available. You can set them up under the Time Available Tab.
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Creating Times Using the Wizard
1. Click the New Time Wizard [ Mew Time wizard | ptton,
_| Availability Wizard: Adding Times For Blaine Abel (#18)

Please select whether this Available Time record iz for a time
where the volunteer is available, or where the volunteer has a
Conflict and will be un-available,

) Conflict Time

) Close MNext
g

2. Select the availability type.
You can choose whether the time being entered is time that the volunteer is available or whether there is a
conflict. If it is a conflict time, then a to and from window will appear next.

3. Click the Next [_# MNext  Jhytton to proceed.

_| Availability Wizard: Adding Times For Blaine Abel (#18)

@ Please select the month(s) the Yolunteer has time available,
I all months
[¥] January [¥] February [#]March
[¥] april [¥] May [¥]une
[ July [¥] August [¥] September
[¥] October [V November [¥] December

4. Select the months which the personnel is available and click the Next [_® next Joutton.
_| Availability Wizard: Adding Times For Blaine Abel (#18)

Pleaze select the day(s) of the week that this Yolunteer has time
awailable.

[Jall pays

[Jsunday I Manday [V Tuesday
[Vwednesday [v]Thursday [¥] Friday
[Jsaturday

5. Select the days of the week the personnel is available and click the Next [_® next Joutton.
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_| Availability Wizard: Adding Times For Blaine Abel (#18)

Pleaze enter the starting and ending time that the valunteer
will be available,

Starting Time
Ending Time

6. Enter the Starting and Ending times and click the Next [_® Next  Jputton.
For available times these times will be the time of day. Whereas with conflict dates they will be actual dates i.e.
month, day, year.

__| Availability Wizard: Adding Times For Blaine Abel (#18)

Pleaze enter the Yolunteer specific requirements about this
time period. These notes will be placed on all of the created
records

7. Enter any notes associated with the time and click the Finished [_s_finshed_Jhytton. The new times will be
displayed under the tab.
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Creating Times by a Single New Entry
1. This will allow you to enter a single record of either available or conflicting time.
2. Start by clicking the New |_# New |putton on the Times Available Tab.

| Availability for Blaine Abel (£18) {Arts Mgt Sys} (inserting) =Jo&d

3

—
<o Help | & New Save 7 Delete
Enter the time this Wolunteer's has available to commit to the Theatre,

The tire periods indicate when the Volunteer iz able to perfarm their desirad
“Wolunteer positions, if requested from the Theatre,

Availabliity @F
(O Time Canflict

Monith |2l Months v Day |4l Days ¥
Starting Time Ending Time

Motes

Choose whether this is a "Time Available" or a "Time Conflict".
Select the month and the day of the week for the time.

Enter the start time and the end time of the time.

Enter any notes about the time.

IR

| |
7. Click the Save sae button to finish creating the new record.

Editing Availability Times
If a personnel member has availability or conflict times setup they may eventually need to be updated.

1. Find the Patron Record and open the Volunteer Window.
2. Open the Times Available Tab.

Detail'Notes |Volunteer |Position | Time Available |Award

Morth v| is |all Months ™

Month Day Start End MNote Outlet-Ow... Date Start Date Enc

All Months éMonday élS:DD P 22:00 PM : A 'Auallable after work 'Arts rMgt .

all Months iTuesday 3:00 PM 22 O0LE Do isvailable after work  (arte mat
all Months iwednes... i18:00 PM oo, D|-|Se|ect an item in the ||st and use the koolbar ko alker it. Double cllcklt to see the detall |

All Months {Thursday (18:00 PM 22:00 PM Pav.Available after work  Arts Mgt

Al Months (Friday 118:00 PM 22:00 PM HETS :Auallahle after work  iarts Mgt

n i | - i i | | n
[ New Time Wizard |[TF [ Hew

3. Select the time you wish to edit.
4. Click the Open button. The Time Available Window will open with the data of the selected time.
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1 Availability for Blaine Abel (£18) {Arts Mot Sys} =Jo&d

—_—
&) Help W Hew | Delete >
— e | —

Enter the time this Yolunteer's has available to commit to the Theatre,

The tirme periods indicate when the Walunteer iz able to perform their desired
Walunteer positions, if requested fram the Theatre,

Ay ailablility

() Time Caonflict

Month |&ll Manths R4 Day |Friday |2
Starting Time |6:00 PM Ending Time | 10:00 PM

Naotes |Available after work

urd Entered: SEP 28 2007 2:35:52 PM  Last Updated: SEP 28 2007 2:35:52 PM

5. Make the required changes.

—1

6. Click the Save sae putton.
The Time Available Window will close and you will return to the Volunteer Window. The time change will appear in the
Time Available Tab.

Deleting Available Times
If a volunteer has availability or conflict times setup they may eventually need to be updated.

Find the Patron Record and open the Volunteer Window.

1. Open the Time Available Tab.

DetailNotes Vohmteer Position Time Available |Award

Maonth v| is |all Months >
Maonth Day Start End Mote Outlet-Ow... Date Start Date Enc
all Months i18:00 PM 22:00 PM fav.. . available after work  arts Mgt ...

all Months | 118:00 PM 22 00 Brd tavailable after work  farts Bot

all Months 2:00 PM 29 gdselect an item in the list and use the toalbar to alter it. Double dick it to see the detall |

all Months 8:00 PM 22:00 PM | Av...idvailable after work  arts Mgt ...

all Months i18:00 PM 22:00 PM i A available after work  arts Mgt

<) H H - H H H H B

[ New Time wizard |[CFTHEW )

2. Select the time you wish to delete.
3. Click the Delete button at the bottom of the tab. The following confirmation window will open.
_I Delete a Record

Are pou sure you wantto delete the 1 selected Volunteer time?

[ &2 Delete |[ J Cancel |
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4. Click Delete (& Delete )tg confirm the deletion.
5. Clicking Cancel (& Cancel )|l abort the deletion.

Personnel /Volunteer Management Quick Reference Guide
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The Awards Tab

This tab contains award information on the volunteer.

DetaillNotes | Volunteer |Position | Timne Available | Award

Date Awarded|award |Hour, .. Notes Outlet-Ow, ..
oct 25 2006 iTrop...; 25,00 Arts Mgt ...
Oct 25 2006 iWatchi 25.00 arts Mgt ...
[ # Hew |[ o Open |[ T Delste |

Parts of the Awards Tab

Outlet

10
10

Date Awarded

The date the award was given.

Award

The award that was given.

Hours Recognized

The number of hours that were recognized with the award.

Notes

Any notes that were entered with the award.

Outlet Owner

The main organization name.

Outlet The specific outlet that this volunteer was awarded for working at.
Creates a new award.

Opens the currently selected award.

Deletes the currently selected award.

Personnel /Volunteer Management Quick Reference Guide
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Adding Awards

If you wish to add an award to a volunteer, you can set them up under the Awards Tab.

Detail/Notes | Vohmteer | Position | Timne Available | Award

[.?1". new |[ 5] Open |[ T Delets |

1. Click the New button. The Volunteer Award Detail Window will open.

Date Awarded| Award Hour... Motes Cutlet-Ow...| Outlet
Dct 25 2006 (Rin 10,00 ‘Arts Mgt ...
[select an item in the list and use the toolbar t

_| Volunteer Award Detail {Arts Mgt Sys} (inserting)

BE[X]

| W 5 | Delet
Ly Help =] ave elete

™ |

(

Theatre

Awards are given to a velunteer after they have given a certain number of hours to the

23

sward Type (3)Fecognition For Hours Contributed:

Qutlst |Arts Mgt Sys

W
O Milestone Hours Recognized W
Award | ¥
Date swarded l— 2
Notes
Motes

2. Select the type of award that you wish to assign.

For a "Recognition For Hours Contributed” type the volunteer must have records of working that number of

hours. For a "Milestone" type hours are not required.
3. Select the Outlet at which the volunteer worked.

The award that matches the number of hours will automatically select.

|Rin - 5 Hours Min. |+
Pin - 5 Haurs Min,

Trophy - 15 Hours Mir.
VW atch - 10 Hours Min,

Personnel /Volunteer Management Quick Reference Guide
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5. The Date Awarded will default to the current date.
Alter the date as needed.
7. Enter any notes about this award.

o

! T ]
8. Click Save sae . The new awards will be displayed under the tab.

Personnel /Volunteer Management Quick Reference Guide
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Volunteer Activity History / Evaluations Section
This section is located at the bottom of the Volunteer Window. It contains the activity history for a volunteer. Each history
has an evaluation of their performance included with it. These evaluations and comments can be used in your future

selections of volunteers.

Parts of the Activity History / Evaluation Section

From Date To Date Positian Role Play C... Play Title Rating| Hours Paid &mount|Evaluation Play #
Apr 15 1994 Jun 30 1994 ilshers BIE=0E) AMME OF GREE... 9 10.00 $0.00iwas excellent 67
Jun 2 2008 Jun 2 2008 Running Crew O7-MNIC ELW¥IS - Live! 10.00 $0.00 an
[ # wew J[ 5 open ][ T Delete | Play Title ~| From | To

From Date The date the activity started.

To Date The date the activity was finished.

Position The position the activity was preformed under.
Role The role of the volunteer.

Play Code The play code the activity was performed for.

Play Title The play name the activity was performed for.
Rating The rating the volunteer received.

Hours The number of hours the volunteer worked.

Paid Amount The amount the volunteer was paid for the activity.
Evaluation The comments associated with the activity.

Play Number The number of the play.

Inserts a new activity into the personnel record.
Opens the currently selected record and allows the record to be edited. .
Deletes the currently selected activity(s). .

Search Function

Allows you to search the volunteer activity history based on a number of different categories.

Personnel /Volunteer Management Quick Reference Guide
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Adding Activity History and Evaluations

1. Once a volunteer has positions setup they can receive historical and evaluation comments. This data is displayed
at the bottom of the Volunteer Window. The history and evaluations can help to choose the best personnel for
the position you require.

Find the Volunteer for which you wish to add an evaluation and history.

alele) Volunteer History for Doug Easterbrook (#51) {Company 1} =}
\ 3 : 2 A
& Wl | -] e ﬁsfen_
_Help  New Save Duplicate Revert Delete  Print Spell
M.r- Doug D. Easterbrook (#51) G | Detail/Notes ~ Volunteer ~ Pesition | Time Available  Award |
Director of Technology
Activity Again? Last Contact Paid #Hist  Pref  Hours Recog...
= Work (403) 536-1214 i . 3
& ] Work doug@artsman.com
@ ) Home  www.artsman.com
@ 5 Work (403) 536-1210
@ % Home
Suite 300
#2, 3012 - 17th Avenue (&) ST
S.E
Calgary AB T2A 0P9 4| % New | 2 Open | T Delete
5 v
From Date To Date Activity Role Event C... Event Title Rating| Hours Paid § Shift
o Faln
#| New Open Delete | | Event Title | :j like |any part of the event title D
lofl Entered: APR 21 1993 8:59:00 PM, Last Updated: FEB 3 2009 5:32:59 PM, Edits: 1 A

2. Click the New [_# New |nytton at the bottom of the window.

| Mew Activity History For Blaine Abel {Arts Mgt Sys} (inserting) E]@

»

—
| Hel W new Save 7 Delete
I e~ | S

Select which of the following Welunteer positions, Blaine Abel has particpated in, that vou wizh to add & histary
record for,

Directors
Running Crew
Ushers

[ &) cancel || W HNext ]

3. Select the position the activity was performed under.

4. Only positions you have setup for the selected volunteer will be displayed. Click Cancel (Q Cancel g return to
the Volunteer Window where you can add a new position. Click here to learn how to setup positions.

5. Click OK &850k The Activity History Widow will open.
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__IMew Running Crew History For Blaine Abel {Arts Mgt Sys} (inserting) E]@

-
7 Delete
L

‘!/- Help W hew ~ Save

Flay & <o Play=
Performance & [Optional - If entered, the activity is for this perfarmance anlyl

From | 3. thru [

Activity |Evaluation

Mote: Enter'role’ only for actorsfactress orif you wantthe 'role' to appear onthe cast crew list, All ather
positions should leave 'role’ blank and fill in duties instead.

Hours |0.00 Pay Period [Hourly % Amount $0.00

Role |

Wolunteer
Duties
For Period

6. Click the Play Lookup 8t button.

e This will open the Play List Window allowing you to search for plays.
¢ Double click the play for which the activity was performed.

e You will return to the Activity History Window.

__IMew Running Crew History For Blaine Abel {Arts Mgt Sys} (inserting) E]@.R
—
| o - »
!!/ Help | Mew ~ Save 7 Delete

Play (07-MNIC &5 ELVIS - Live!
Performance &= (Optional - If entered, the activity is for this performance only)
Fram [Jun 2 2008 @ thru [un 12 2008 3

Activity |Evaluation

Mote: Enter'vale’ anly far actorsfactress arif you want the 'rale’ to appear on the cast crew list. All ather
positions should leave "role’ blank and fill in duties instead,

Hours |0.00 Pay Period |Huur\y ) Amuurjt $0.00
Role ‘
Walunteer
Duties
For Period

The play code will be displayed in the field along with its title to the right. The From and To fields will be filled with the
dates which the play runs.

7. Click the Performance Lookup 8t button to specify if this activity is only for one performance.
If a performance code is entered, the date will be set, and times will be available to be entered.
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__IMew Running Crew History For Blaine Abel {Arts Mgt Sys} (inserting) E]@

-
| Hel W ew Save 7 Delete »
e | (] -

Play |07-KIC & ELVIS - Live!
Performance | 1-MOM f [Optional - If entered, the activity is for this performance onlyl

On UM 2 2008 between |7:30 FM and [3:30 FM

Activity |Evaluation

Mote: Enter'vale’ anly for actorsfactress or if you wantthe 'role’ to appear on the cast crew list, All ather
positions should leave "role’ blank and fill in duties instead,

Hours |0.00 Pay Period |H0ur\y v Amo_ur_ﬂ; $0.00
Rale |
Walunteer
Duties
For Period

8. Change the times if needed.
9. Enter the number of hours to be credited to the volunteer for working.

10. Select the pay rate and enter the amount if applicable. Leave this field blank if the activity was performed
voluntarily. The selections in this drop-down are:

|HDurI\,r ||

Contract Rate

Day Rate

Hourly

mManthly
W eekly

11. Enter a role and/or a description of the volunteer duties.
At least one of these fields must be filled to insert the data.

12. Click on the Evaluation Tab.

__IMew Running Crew Histery For Blaine Abel {Arts Mgt Sys} (inserting) E]@

| o
g/ Help e Mew - Save

Play |07-MIC oo ELWIS - Live!
Performance | 1-MON &= (Optienal - If enterad, the activity is for this performance only)

on[un 22008 between |7:30 P and [9:30 PM

»
' Delete
N

Activity Evaluation

Evaluation [ Security1 [ securitys
Security [v] security2 Security?
Bezur\tyﬂ Bezur\tys
[¥] security4 [¥] securityd
[¥] securitys [l security10
Rating [a Clipidn't perform activicy:
Comments
about
activity

13. Set the security level allowing who can view the evaluation of the volunteer.
14. Rate the volunteer.
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This rating is based on a scale of 0-10. If any data is entered which does not fall into this range you will receive a
warning message [Fating must be between 1 and 10 3nd not be able to enter the data.

15. Enter any comments about the activity.
These comments are to be used to critique the performance of the individual. This can then be used for finding the best
volunteer for a particular position in the future.

[ LN 4

16. Click Save save ,
The Awards and Letters Tabs will now become available.
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Editing Personnel Activity History
1. Find the Patron Record and open the Volunteer Window.
2. Click on the Volunteer activity you want to update in the bottom section of the window.

alele) Volunteer History for Doug Easterbrook (#51) {Company 1} —
= T
Mr. Doug D. Easterbrook (#51) m I Detail/Notes - Volunteer ~ Position | Time Available ~ Award -
Director of Technology
Activity Again? Last Contact Paid # Hist  Pref  Hours Recog...
% Work (403) 536-1214 i
@ [ Work doug@artsman.com
& ' Home  www.artsman.com
@ o Work  (403)536-1210
& % Home
Suite 300
;2‘;,-3012— 17th Avenue | (=) - F<
Calgary AB T2A 0PQ /[ % New | 5 Open || T Delete
i v
From Date To Date Activity Role Event C... Event Title Rating! Hours Paid § Shift
(& ] . . 14k
Open Delete | [ Event Title *rz!‘ like [any part of the event title
l1of1l Entered: APR 21 1993 8:59:00 PM, Last Updated: FEB 3 2009 5:32:59 PM, Edits: 1

3. Click on the Open |2 Open_|putton. A detail window for the activity will open.
__|Running Crew Activity for Blaine Abel {Arts Mgt Sys} uw

\‘_’) Help
Play ID?—NIC .i_, ELWIS - Live!

Performance Il-MON E, [Cptional - If entered, the activity is for this performance only)
On[JUN 22008  between |7:30 PM and [9:30 PM

% | - I
Mew Save Duplicate Revert ¥ Delete Frint
| o’

Letters

Activity |Eva1um:i011 |Amu‘ds

Mote: Enter 'role' only for actorsfactress arif you want the 'role' to appear on the cast crew list, All other
positions should leave 'role' blank and fill in duties instead,

Hours |1D.DD Pay Period [Hourly |+ ﬂmo_ur_'ut:l £0.00

Role |

Volunteer |A5M
Duties
Faor Period

Entered: SEP 28 2007 11:45:23 AM  Last Updated: SEP 28 2007 11:42:16 &AM

4. Edit the information.

=
5. Click the Save sae button.
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Deleting an Activity
If an activity has been entered improperly you may delete it using the steps outlined below. This procedure only deletes
an activity associated with the volunteer.

Find the Patron Record and open the Volunteer Window.

alele) Volunteer History for Doug Easterbrook (#51) {Company 1} =}
\ 3 " 2 A 1
(O ) Sl I 28 i b o g;*'.
_Help  New Save Duplicate Revert Delete  Print Spell
M_r- Doug D. Easterbrook (#51) G | Detail/Notes - Volunteer = Position | Time Available  Award |
Director of Technology
Activity Again? Last Contact Paid # Hist  Pref  Hours Recog...
5 Work (403) 536-1214 i
@ [ Work doua@artsman.com
@ ) Home  www.artsman.com
@ 5 Work (403) 536-1210
@ % Home !
Suite 300 i
#2,3012 - 17th Avenue (=) T
o .
Calgary AB T2A 0PQ /[ % New | 5 Open || T Delete
4 v
From Date To Date Activity Role Event C... Event Title Rating! Hours Paid $ Shift
o RIC
#| New Open Delete | [ Event Title ‘-Gj like [any part of the event title B
l1of1 Entered: APR 21 1993 8:59:00 PM, Last Updated: FEB 3 2009 5:32:59 PM, Edits: 1 A

Click on the activity that you wish to delete.
Click the Delete | = Delete |pytton.

The following warning window will open.

—

| Delete a Record
VN Are you sure wou want to delete the 1 selected Walunteer histary
/Y record?

[ &4 Delete ][ 3 Cancel |

Click Delete (& Delete )

If you do not wish to continue with the deletion click Cancel (_Q cancel ) vou will return to the Personnel History
Window and the activity will have been removed.
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