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Learning
Objectives

This presentation includes the detailed instruction of the
following tasks to get you started using Raptor:

U Navigating Volunteer Workspace

U View/Edit Volunteer Details

U Create Volunteer Portal Account

U Email Volunteers

U Activate/Deactivate Volunteer Accounts
U Manage Volunteer Hours

U Create/lmport Volunteers

U Delayed Sign In/Out

U Batch Printing

U Volunteer Reports

U Volunteer Events
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The Volunteer Module is used to manage the volunteers who
enter your building and the volunteer application process. The
workspace is organized as follows:

Volunteers Workspace

All Volunteers

Currently Signed In Volunteers
Delayed Sign In and Sign Out
Batch Printing

Approval Queue

Volunteer Reports

Volunteer Events
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Volunteer Workspace

You can manage volunteers using Waunteersworkspace. Seledflodules > Volunteersn the navigation
menu and then click the tab in the Volunteers workspace for the tasks you want to perform.
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prias e Volunteers

ard
All Volunteers Currently Signed In Approval Queue Reports Events

Admin
e
All Volunteers

'-",« Sign In/Sign Qut

Modules Details First Name = LastName | = Status = ExpirationD... = Building Name = Last Visited = Options

> Mary Black Active 08/07/2017 Raptor High School  08/15/2016 o

’ Diana Bradbery Active 11/28/2017 All High Schools o
S " Diana Bradbery Active 11/28/2017 All Buildings m
Students

b' John Doe Active 08/08/2017 Raptor High School m
Staff

[ 2 Susan Doyle Active 04/25/2017 Raptor High School  08/15/2016 o

ers
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Administrators with theCan Manage Volunteepermission can use thall Volunteerstab to:

N

Filter to view Active, Inactive or All volunteers

N

View, edit and delete volunteers

N

Create an application for a volunteer

>\

Email all volunteers
Deactivate and activate all volunteers

>\

Reset volunteer hours

> >

Import approved volunteers and applicatior@an Import Volunteengermission)
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View and Modify Volunteer Detalls

Filter Volunteers
You can filter which volunteers display on ki VVolunteersworkspace.
1. From the navigation menu, selelgtodules > Volunteers

2. In theFilter drop-down list on theAll Volunteersworkspace, seledctive Volunteerslnactive
Volunteersor All Volunteersto specify which volunteers display in the workspace.

View or Modify Volunteer Detalls

Perform the following steps to view or modify the details about a specific volunteer.

1. From the navigation menu, select Volunteers
Modules > Volunteers
2. On theAll Volunteersworkspace, click > Volunteer Detail
U RPS 7\ O 2 y y S E u u First Name Middle Name Last Name #

to expand theVolunteer Detailworkspace.

Date Of Birth * ID Type 1D Number

Note: The™ icon in th®ptionscolumn
indicates the record can only be modifiec
at the client level (All Buildings).

3. If you want to modify the volunteer record, cliEklit (asterisk * indicates a required field).
4. ClickSaveto update the record.
Delete Volunteer

On theAll Volunteersworkspace, click thll icon in t@ptionscolumn and then cliclOKto confirm the
deletion.



View Application History/Hours Logged

Application History

At the client level (All Buildings), tgplication Historyarea on theVolunteer Detailworkspace
displays a log of all applications submitted by the volunteer. By default, the submission date,
application status, approval date, and who approved the application displays.

Application History

Details Submit Date Application Status Approval Date Approved By

> 08/07/2016 Approved 08/07/2016 Devin DistrictAdmin

1 10 items per page
e e

To view the details for a specific application, clicke icon iDétailscolumn.

Hours Logged

TheHours Loggedrea on theVolunteer Detailworkspace displays each function the volunteer has
signed in for, the sigin date and time, the sigout date and time, and the total hours volunteered.

Administrators with theCan Manage Volunteepermission can edit the function, sigm or sign
out date/time or delete an entry. Any of these actions will not alter the Sign In/Sign Out History.

ClickReset Hourgo clear the tracked hours and reset the count to zero.

NOteS Hours Logged

Sign-In Sign-Out Total Hours Options

A You can also reset volunteer hours
at the building or district level.

08/08/16 2:45 PM 08/08/16 3:15 PM 00:30 Fa |
08/08/16 6:00 PM 08/08/16 6:00 PM 00:00 s T
08/15/16 1:54 PM 08/15/16 6:00 PM 04:05 P |

-

School E

School Event

A Resetting a volunteer's hours at ] A
any level will reset the hours o reer:

across all buildings for that volunteer—~"




View SigAn/SignrOut History

TheSignin/Out History area on theVolunteer Detailworkspace displays a log of sign in and sign out
events for the selected volunteer.

By default, the Date/Time, Event Type, Building Name and Destination columns display. From the
column menu, you can also choose to display the Event Method column.

Sign-In/Out History

Date Time Event Type Event Method Building Name Function
05/09/16 4:32 PM Signin Operator Assisted Raptor High School School Event
04/27/16 12:12 PM Sign Out Operator Assisted Raptor High School School Event

04/27/16 11:06 AM Signin Operator Assisted Raptor High School School Event
e i et e T e T e et i SR S SR SO i



Create Volunteer Portal User Account

If the Volunteer Portal is enabled and the volunteer does not have a volunteer portal user account
set up, theUser Detailarea on theVolunteer Detailworkspace displays a message bar.

1. IntheUser Detailarea on theVolunteer Detailworkspace, clickCreate User

User Detail
‘ Volunteer does not have a Volunteer Portal user account.| Create User ‘
e My

LF GKS @2ftdzyiSSNQRa RSiOFAf FfNBIFIRe AyOfdzZRSa +y SYIAf
Volunteer user created message displays.

If the volunteer does not have an email address saved in the Volunteer Detail, the following
dialog displays.

Email address is required to create a user.

Enter an email address

d.dare@comecast.net X

m Cance'

2. Enter an emalil address for the volunteer and cBclomit

TheVolunteer user createchessage displays and an email with instructions on how to access the

Volunteer Portal are sent to the email address.

Note:L¥ (GKS @2ftdzyiSSNQRa SYFAf Aa FftNBIReé aa20AFGSR ¢gAGK
You must use an email address that is not in use by the Raptor System.




Email Volunteer

Volunteer Coordinators can send an email to a specific volunteer frondghenteer Detall

workspace.
1. From the navigation menu, selelgtodules > Volunteers
2. OntheAll Volunteersg 2 NJ a LJF OPs Ot A 01 GKS AO2y VYySEG (2
Volunteer Detalil
3. ClickSend Email Fmailvolunteer
4. Enter the emaiSubjectand Message From: ddare@comcast.com
and then CIICBend ;’o;;i.dare@'comcast.net
ubject:
Note: TheTofield (email recipient) will not be Sample Email
populated if the Email field in the Volunteer Profi| uessage:
dOGS nOt Contaln a Value This is a sample email to the specified volunteer.
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Deactivate/Activate All Volunteers

Users can deactivate and activate all volunteers fromAhé&/olunteersworkspace. You can
perform this action at the client level (All Buildings) or for a specific building.

Deactivate Active Volunteers
Perform the following steps to deactivate all active volunteers.
From the navigation menu, selelgtodules > Volunteers

2. Select the building or All Buildings from the Building Selector.
3. On theAll Volunteersworkspace, cliclction > Deactivate Al
4. On theDeactivate Volunteers Confirmatiodialog, clickKSubmit

A confirmation displays stating all volunteers have been deactivated.

Activate All Volunteers
Perform the following steps to activate all inactive volunteers.
1. From the navigation menu, selelgtodules > Volunteers
2. Select the building or All Buildings from the Building Selector.
3. On theAll Volunteersworkspace, clickction > Activate All
4. On theActivate Volunteers Confirmatiowlialog, clickKSubmit
A confirmation displays stating all volunteers have been activated.



Reset All Hours

Users can reset volunteer hours for the district, building or an individual volunteer. The Reset All Hours

FSFEGdzZNE Of SI N (KS @2fdzyiSSNRa GNI OISR K2dz2NB FyR NBAaSH
TheReset All Hourgeature can be used to reset all volunteers based on the value in the building selector

(for example districtvide or buildingwide), or for an individual volunteer.

Note: Resetting a volunteer's hours at any level will reset the hours across all buildings for that volunteer.

Reset All Hours from Volunteer Detall

In the Volunteer Detailworkspace for an individual volunteer, tiReset Hourdutton resets the hours for
the volunteer and clears theours Loggediata grid for the volunteer.

When theReset Hourdutton is clicked, a message displays summarizing the action, and the ability to
Submitor Cancethe action.

Resetting volunteer hours at any of the levels does not affect the user's ability to report on volunteer
hours prior to the reset date.

Reset All Volunteer Hours

Users can also reset all volunteer hours from glleVolunteersworkspace.
1. From the navigation menu, selelgtodules > Volunteers

2. On theAll Volunteersworkspace, cliclction > Reset All Hours

3. On theReset All Hours Confirmatiodialog, clickSubmit

WARNING!

This action will reset the hours for all volunteers at All Buildings.



Create Volunteer

A volunteer application must be completed and approved before the applicant can participate as a
volunteer. The operator assisted application is available fromAlth&olunteerstab.

1. From the navigation menu, select Volunteers
MOduIeS > VOIunteerS AllVolunteers  Currently SignedIn  ApprovalQueue  Reports  Events

. . » Create Volunteer
2. On theAll Volunteerstab, clickAction > =
Create Volunteer

3. 'RR (KS @2t dzy 1 SSNX

of these methodsScan IDFind (if
previously scanned or have an official

record) orManual Entry

Gender Maiden Name Email Preferred Language

4. Inthe lower portion of the screen, & &
specify theBuildings*the volunteeris | ™" e
allowed to visit, theFunctions*the
person is volunteering for, the
Organizationghey are associated with, Feactapin 9 = H]
and theirAffiliations* to a student in

Note: Only the functions created at the
All Buildings level and for the specific | we

buildings selected will be available.
5. ClickSave
A message displays indicating the | reucnme

aseselecta
Cancel

S SN NN P SR o NV SN N S S AN VSO SN

application was successfully savec



Import Approved Volunteers

For Administrators with th€an Import Volunteengermission, the Import Volunteers utility enables you to
import a list of preapproved volunteers into the Raptor system (they do not go through the approval

process). It also includes the ability for unattended import of volunteers by creating a manifest file that
includes information about the field mapping and file to be imported.

The file can contain the following
Volunteer information to be

Note: To use the Import feature, you must first create an Excel spreadsheet | ;oreq:
or comma delimited file that contains the required information. The use of | A FirstName*

A st Name*

special characters in an Excel formatted import file may cause unexpected fesUliie name

. . : A Date of Birth*
1. Inthe navigation menu, seledtodules > Volunteersand then click A 1D Number
A Gender*
Import > Approved Volunteers A Address*/City*/State*/Zip Code*
2. ClickSelect Filenavigate to theExcelor CS\ile and clickOpen A pomary Phone
. . . A F tion*
If you used Excel and the file contains multiple worksheets, select the | 5 asiaton:
A

Organization
Indicates required information.

worksheet that contains
the volunteer information from the&elect Worksheetrop-down list.

*

. . ) Note: To import multiple Functions
4. If the first row of the worksheet contains column headings, selectYé® | andior Organizations, enter all items

from the First Row Contains Column Headingy®p-down list and this row | o the appropriate Excel cell of you
import file, separating each function

will not be imported. Otherwise, selebto. and or organization with a vertical ba
(). For example, if you have multiple
Volunteers functions, in the Function cell, enter

Hall Monitor | Mentor.

AllVolunteers ~ Currently SignedIn  ApprovalQueue  Reports  Events

» Import Volunteer

Import file can be Windows Excel or CSV format with or without column headings. Mapping of the first name, last name, date of birth, gender, address, city, state, zip,

phone, email, function, and affiliation fields are required.

Select File

File Name Select Worksheet First Row Contains Column Headings

VolunteerimportFile.xlsx ApprovedVolunteers ﬂ Yes ﬂ

e S U N I o NI WPt
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Import Approved Volunteers, cont.

5.

Map each of the columns to be imported by selecting the appropriate field in the-dibam menu
above each column that displays. First Name, Last Name, Date of Birth, Gender, Address/City/State/Zip
Code, Primary Phone, Email, Function and Affiliation are required columns. are required columns.

Note: The columns withignoreselected with not be imported.

Map Fields For Import (Not all data to import is shown)
:irstr\avﬂ Last Narﬂ Date Of ﬂ D I\umkﬂ Gender ﬂ ﬁ.ddressﬂ City ﬂ State ﬂ Zip ﬂ F'r\mary'ﬂ Er’-ai\f-&ﬂ F‘r’eferreﬂ
FirstName LastName DateofBirth D Gender Address City State Zip Phone Email Language
. . 16311 Hickory d.dare@comcas )
Julie Ziino 31-Aug-1959 12311 Female Houston ™ 77059 2814803003 English
Knell Dr tnet
16311 Hickory d.dare@comcas )
Susan Doyle 01-Oct-1959 12313 Female Houston ™ 77059 2814803003 English
Knoll Dr tnet
~ 16311 Hickory d.dare@comcas .
Brenda Thompson 01-Dec-1959 12315 Female Houston ™ 77059 2814803003 English
Knoll Dr tnet
Queue Import Cancel Import
A T e T T e N e e e

If you want to create a manifest file to schedule automatic imports, 8ake Manifestind save the
file. You can then schedule the imports using a scheduling utility.

ClickQueue Import

A message displays in the lower right corner of the screen stating that the import job was successfully
added to the import queue for processing.

When the import has completed processing, an email will be sent to the email address of the user
indicating the number of records successfully imported and any error that may have occurred.



Import Volunteer Applications

You can import a list of volunteer applications into the Raptor system for a specific building. The applications
are sent to theApproval Queueanhere the Volunteer Coordinator can decide to approve or deny the

application. If approved, the volunteer record is created in the system. The file can contain the following
] . Volunteer information to be
Note: To use this feature, you must first create an Excel spreadsheet or comma imported:

delimited file that contains the required information. The use of special charac1eﬁsFirSt name?
A

Last Name*

in an Excel formatted import file may cause unexpected results. A gﬁglﬁf'\éﬂe
1. From the navigation menu, seleldtodules > Volunteersand then ﬁ 1D Numper
clickimport > Applications A Address*/City*/State*/Zip
2. ClickSelect Filenavigate to theExcelor CSMile and clickOpen A ICD:rci)r?gry Phone*
If you used Excel, select the worksheet from 8edect Worksheetlrop-down. % ng%%?]
If the first row of the worksheet contains column headings, selectvé® A Organization

. . . . . *Indicat ired inf tion.
from the First Row Contains Column Headingi®p-down list and thiS row | note:To mport multiple Functions

will not be imported. Otherwise, selebto. and/or Organizations, enter all
items into the appropriate Excel cel

5. Map each of the columns to be imported by selecting the appropriate field| of yourimportfile, separating each

function and or organization with a

in the dropdown menu above each column that displays. First Name, vertical bar (]). For example, if you

i ; ; i ltiple functions, in th
Last .Name, [_)ate of Bll’t'h., (_Sender, Address/Cﬁy/State/le Code, Prlmary Plﬁ@r’@%g égue omer pial 'h'/‘lonﬁorl
Email, Function and Affiliation are required columns. The columnslguibre | wmentor.

selected will not be imported.

6. If you want to create a manifest file to schedule automatic imports, 8ake Manifesand save the file.
You can then schedule the imports using a scheduling utility.

7. ClickQueue Import A message displays indicating the import job was successfully added to the import
queue for processing. When completed, an email will be sent to the email address of the user indicating
the number of records successfully imported and any error that may have occurred.



Currently Signed In Volunteers

Use theCurrently Signed Itab to view all volunteers who are currently signed in. You can also perform the

following tasks from this tab. Volunteers

Vi eW S i g FI n I nfo rm ati O n All Volunteers Currently Signed In Delayed Entry Batch Printing Approval Queue Reports Events

View the volunteers who are Currently Signed In O3 Enable Mol Sign Out
Currently Signed in ! the Sign in dat Sign Qut Photo First Name Last Name Function Signed In Options
and time, and their function. B - ,s
You can hover the cursor over T susan Doyle Schaol Event 12/11/16 426 PM /&

the photo in the data grid to view
an enlarged photo.

Print or Reprint Badge

If a volunteer has lost their badge or changed their destination, or the printer has malfunctioned, you can
reprint their badge. In th®ptionscolumn, click the® icon to print or reprint the badge.

Sign Out Volunteers

You can sign out a single volunteer or multiple volunteers:

To sign out a single volunteer, cl8lign Ouext to their name.

A To sign out multiple volunteers, select tBmable MultiSigrOut check box in the upper right corner,
select the check box next to all the volunteers to be signed out, and therSigjokOut

To return to single sigout mode, clear théenable MultiSigrOut check box.



Delayed Sign In and Sign Out

If you are unable to sign in or sign out due to equipment issues or internet connection issues, you can use
the Delayed Entryfeature to manually enter the sigm or signout date and time. This feature allows
users with theCan Sign In Voluntegpgrmission to record the actual sigm or signout times but the

entry is delayed until the system is available.

o Volunteers
1. Select the school from the Building select =~
2. From the navigation menu, select Delayed Entry
Modules > Volunteersind then click
the Delayed Entrytab.
Search Results
3. Enter theFirst Nameor Last Name e | coehuce
and clickFind il

Delayed Entry

Last Name

Black

R PRV Lt

Batch Printing  Approval Queue

Date Of Birth ID Number

09/21/1963 T4
PV G NP OSSP N

4. Select the person from the search results and complete the following information:

-

A Signin and SigrOut Date/Time¢ Click the3

icon to select the date and then click@he

icon to

select the time that the person actually signed in or signed out.

A Function*¢ From the dropdown list, select the reason the volunteer is signing in.

Sign-In Date/Time %

A Organizationc From the dropdown list,
select the organization associated with|......

the VOIUnteer_ Please select an option

Notes

5. ClickSubmit

A Delayed Entry Successifuéssage displays-
in the lower right corner of the screen.

Submit Cancel

(e

&

Note: This feature is not visible at the All Buildings level.

Sign-Out Date/Time

Organization

Please select an option

[cjc]

&
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Batch Printing

The Batch Printing feature enables users to run a batch of volunteers through the sex offender and
custom alert checks, and then print their badges in advance of a school event where many people are
expected to sign in for the same event at the same time.

Using this feature speeds up the sign in process for an event and helps prevent a long line of people at
the Front Desk. When the volunteers arrive, you simply look at their ID and hand them their badge.

While running the batch, if one or more volunteers are flagged with an offender or custom alert, the
user can view the alerts and decide if the person is a match. If they are a match, no badge is created
and they will not be signed in at the time designated in the Batch Detail.

Note: This feature is not visible at the All Building level.

Add Batch Print Job

1. Select the school from the Building Selector (you must select a specific building).
2. From the navigation menu, selegtodules >Volunteersand click theBatch Printingtab.

Volunteers

AllVolunteers  Currently SignedIn  DelayedEntry ~ BatchPrinting ~ Approval Queue  Reports  Events

Current Batches

Details Name = Sign-inD... = Sign-Out... = Printed = Not Printed = Alert Match = Status = Options

12/12/16 12:15 ) . -
b PTA Bake Sale - 12/12/162:45PM 0O 3 0 Not Printed & 0

10 items per page

Completed Batches

Details Name = Sign-In Date/Time = Sign-Out Date/Time = Vol Count

Status

1]
F
g;
&
=

» After School Event 08/08/16 6:00 PM 08/08/16 6:15 PM 4 Completed

’ After School Event 08/08/16 3:15 PM 08/08/16 3:15 PM 3 Completed
L, R e NP S ISP P VS SIS i i i DA WP SIS SNRIPRRESVES e S




Batch Printing, cont.

3. ClickAdd Batch You can also copy a Completed Batch job and modify it to create a new batch
job.

Volunteers

AllVolunteers  CurrentlySignedIn  Delayed Entry ~ BatchPrinting ~ ApprovalQueue  Reports  Events

» Batch Detail

The chosen function will be printed on the volunteer's badge.

Batch Name % Batch Description

Sign In Date / Time * Sign Out Date / Time * Function *

& o ce] Please select an option v

4. Enter the following information (the asterisk * indicates a required field):
A Batch Name*¢ Enter a name for the batch job.
A Batch Descriptiorg Enter a description for the batch job.

N e M

A Signin Date/Time*¢ Click thd3l icon to select the signdate and then click th® icon to
select the sigan time.
A SignOut Date/Time*¢ Click thé3l icon to select the signt date and then click th® icon

to select the sigrout time.
Note: The Sigfin Date and Sig@ut Date must be the same date.
A Functior¥ ¢ From the dropdown list, select the reason the volunteer is signing in.

5. ClickSave



Batch Printing, cont.

6.

10.

In the Volunteer Listarea on theBatch Detailworkspace, clickkdd Volunteer

Note: You can only add volunteers to the batch if they are in the Raptor system.

Details  First Name Last Name

1D Number Date Of Birth Status Status Date
> Mary Black = T24A 09/21/1963 Not Printed 08/08/2016
> Susan Doyle 3518 04/11/1957 Not Printed 08/08/2016
> John Doe 01/01/1981 Not Printed 08/08/2016
b A T

OYUSNI GKS @2t dzy 1 SSNXQa
In the search results, cliGelecty SEG G 2

On theVolunteer Detailworkspace, clickdd Person

Options

Volunteer List

L'}
o

y IFMS Ay
0KS @2t dzy 0SSN

Volunteers
AllVolunteers  Currently SignedIn  Delayed Entry  Batch Printing ~ Approval Queve  Reports  Event
> » Volunteer Detail
Find
FirstN Middle Name Last Name
Sam Smith
Date Of Birth ID Type ID Number
04/04/1959 Driver License **3456
Add Person  [[ReX=I

B SRS S S IPL S S T e T N

Repeat Step 6 through Step 9 for all volunteers to be added to the batch.




Batch Printing, cont.

Execute Batch Printing

You can execute and print the batch from either B&tch Printingworkspace or théBatch Detail
workspace.

1. Use one of the following methods to execute and print the batch:

A From theCurrent Batchesirea on theBatch Printingworkspace, click th# icon in the
Optionscolumn to execute the batch.

A From theVolunteers Lisarea on theBatch Print Detailsvorkspace, clicRrint Batch Now

The Print Confirmation dialog displays. [ st confirmation
2. ClickContinue
If a Possible Offender alert displays for

School Event will be the function displayed on the volunteer badges.

any of the visitors in the batch, review oot
the information and determine if it is a
match.

If the visitor is a match to an offender or custom alert, the badge will not be printed and the
following dialog displays.

Volunteer Excluded From Batch Print

A badge will not be created for this volunteer. Any additional alerts for this volunteer will

be skipped.

Close




Batch Printing, cont.

3.

ClickCloseto exit the dialog and continue with the batch printing.

When all the badges have printed, a dialog displays indicatin@aeh printing is completend
displays how many badges were printed.

Batch printing is complete

3 out of 4 volunteer badges were printed.

Close

ClickCloseto exit the dialog.

On the date and at the time specified in the Batch P8igrrin Date/Time the volunteer will be
automatically signed in to the Raptor system.

On the date and at the time specified in the Batch PHigirOut Date/Timefield, the volunteers
will be automatically signed out.

Note: A batch print is not complete until both the sigmand sigrout times have elapsed. Up
until the sigrout time has elapsed, the batch print is still considered active and can be modified.

Once the sigrout time has elapsed, the batch print is considered complete and will be moved to
the Completed Batchegrid.



Cloning Batch Print Job

The Clone Batch feature enables you to copy a Completed Batch job and modify it to create a new batch job.
Perform the following procedure to clone a batch print job:

1. Select the school from the Building Selector (you must select a specific building).
2. From the navigation menu, selegtodules > Volunteerand then click théBatch Printingtab.
3. IntheCompleted Batchesarea, clickClonein the Optionscolumn for the batch job you want to copy.

Completed Batches

Details Name Sign-In Date/Time

08/08/16 3:15 PM 08/08/16 3:15 PM

08/08/16 2:45 PM 08/08/16 5:30 PM
A

4. On theBatch Detailworkspace, enter the following information (asterisk * indicates a required field):
A Batch Namé ¢ Optionally, modify the batch job name.
A Batch Descriptiorg Optionally, modify the description for the batch job.

A Signin Date/Time* ¢ Click thel® icon to select the signdate and then click th® icon to select the
signin time.

A SignOut Date/Timef ¢ Click thé=l icon to select the sigat date and then click th® icon to select
the sigrout time.

Note: The Sigrdn Date and Sigut Date must be the same date.
A Function*¢ From the dropdown list, select the reason the volunteer is signing in.
5. ClickSave



Approval Queue

TheApproval Queudab is used by the Volunteer Coordinator to approve or deny imported
volunteer applications, and to review the application history log to see the status of an application.

If you have the Raptor Volunteer Management System enabled andutematically Approve When
Requirements Satisfiddature enabled, only those applications that do not meet the approval
requirements will display in th&pproval Queudor manual approvalRending Applications

If you have the Raptor Volunteer Management System enabled, you can view the reason these
applications were flagged in th&pplication History Logection on the workspace before you
approve the application.

If you only have the Raptor System enabled, proceed to Approve Volunteer Applicants.
You must have th€an Approve Volunteepermission to see this tab.

Volunteers

All Volunteers Currently Signed In Approval Queue Reports Events

T All Applications  »
Approval Queue

Date Of Birth = Status =

Details First Name Last Name | = ID Number

> Mary Black EEET24A 09/21/1963 Approved
} Billy Bradbery ****1358 08/29/1950 Approved

Diana Bradbery = 3419 04/04/1957 Approved

S . N Ve N i N I e W o SR g



View Application History Log

Users with theCan Approve VolunteetS NY A da A2y OFy @ASg + RSGFIATESR 23 27F |
goes through the approval process. This allows the user to view the current state and take action if required.

Note: This feature is only available if the Raptor Volunteer Management System enabled.
1. From the navigation menu, selelgtodules > Volunteerand then click théApproval Queudab.

2. From theFilter drop-down list in the upper right corner, select the volunteer applications to display
(Pending Applications, Approved Applications, Denied Applications, or All Applications).

3. IntheDetailscolumn, click th# icon for the volunteer applicant.
4. On theApplication Detailworkspace, view thélistory Lo F (G KS @2t dzy 4t SSNXA& | LILI A OF G A2

The History Log includes the date and time of the activity, the activity description and the Username of
the user performing the activity:

Volunteers

A Application Submitted Online e e
Background Check Submitted > Application Detail

Alerts Ready for Review
No Alerts

Awaiting Background Check Resul -

Performed By

v > >y > D

Background Check Results Ready S
for Review

Background Check Resuitdlo Criminal Record
Application Approved

T iy WU NP W

> >



Approve Volunteer Applicants

Volunteer Coordinators can manually approve or deny a volunteer application from the Approval Queue.
1. From the Building Selector, select the buildingAdrBuildings
2. From the navigation menu, seletodules > Volunteerand then click théApproval Queudab.

3. From theFilter drop-down list in the upper right | Volunteers
Corner’ Select Pendn’]g AppllcatlonS. Allvolunteers | Currently Signedin | Approval Queue | Reparts | Events

4. In the Detalils column, click ti» icon for the
volunteer applicant.

5. If no alerts are generated for the applicant,
clickDenyor Approvein the banner.

Volunteers

AllVolunteers  Currently SignedIn  Approval Queue = Reports  Events

» Application Detail

i S e TP NEP W Y S e S

A If you clickApprove, the Approval Confirmatiordialog displays. Cliubmitto approve the
application orCancelo cancel the action.

A If you clickDeny, the Reason for deniatlialog displays. Enter the reason why the application
has been denied and then cli€lontinue If you want to cancel your action, cliClancel

If the Volunteer Portal is enabled, a user account will be automatically created for the Volunteer Portal
and an email with instructions on how to log in is sent to the volunteer applicant. If the automated
process is unable to create a Volunteer Portal user account, the volunteer coordinator can manually
create a user account for the Volunteer Portal.



Possible Offender Alert for Applicant

If a Possible Offender Alert is generated from a volunteer applicant, the volunteer coordinator will be
prompted to review the information before approving the applicant.

Note: The Offender Check for volunteer applications feature must be enabled by Raptor.
1. On theApplication Detailworkspace, click th€lick Herdoutton in the banner.

Volunteers
All Volunteers Currently Signed In Approval Queue Reports Events

» Application Detail

Possible Offender Alert

Please confirm a match based on middle name and physical description.

Click Here

o
History Log 10f4
Timestamp = Activity =  Performed By =
VISITOR OFFENDER
12/19/16 10:31 AM Application Submitted By User Devin DistrictAdmin

12/19/16 11:19 AM Alerts Ready for Review Devin DistrictAdmin
L S e ! PRI By SR

2. Analyze the search results. Because there can be multiple
possible matches, it is very important that you carefully compare
the information displayed on the screen fgour Volunteer Applicant | . e i
and theOffender Alertinformation.

Brown

First Name
Middle Name

It is recommended that you compare the middle name, height, wei i
race, and other physical details to verify a match. Not all states prg T

™

a photo and details of their offenders. C S —

Offender State Registry: TX
Click for more information.

Note: Raptor also matches on offender alias names. If this occurs,
anAliasMatchy Sa &1 3S RAALI 1 &éad 0Sft20 unos zrtrtoyronxza LIK2:G20




Possmle Offender Alert for Applicant

Confirm whether the information displayed on your screen is a match to the person being signed
in. Perform one of the following actions:

Match
If the information displayed on the screen is a match, dWeitch.
You are prompted to confirm the match. Cligs it is a match to confirm, or clickancel

Follow your school/district policies and procedures for handling alerts. The relevant response
personnel and a Raptor technician are notified.

The number of matches and the number of total Possible Offender Alerts are recorded in the
History Log on the Volunteer Application, which will force the application to be manually
approved (if theAutomatically Approve When Requirements Satideatlure is set toveson the
Volunteer Application Settingsvorkspace).

No Match

If the information displayed on the screen does not match your visitor's information Nibick
Match. If there are multiple records, the next possible match will display on the screen.

WhenNo Matchis selected, the record for that person is flagged by Raptor on the backend so
that it does not display on subsequent sign ins.

4. After the applicant has been reviewed, the volunteer coordinator can approve or deny the
application using the instructions in



Criminal Background Screening

If the Criminal Background Screening feature is enabled and a criminal record is returned for a
volunteer applicant, the volunteer coordinator will receive an email indicating that a volunteer
application needs your attention.

1.

2.
3.
4

From the Building Selector, select the buildingpdrBuildings

From the navigation menu, seleigtodules > Volunteerand then click théApproval Queudab.
From theFilter drop-down list in the upper right corner, seleleending Applications

In the Detailscolumn, click the® icon for the volunteer applicant.

If the criminal background screening determines that the application needs additional review,
the Criminal background screening needs to be reviedigulays on a banner on thpplication
Detail workspace and an entfgackground Check Results Ready For Re&viegged in the

History Log.

Note: The user must have théan View Background Check Informapenmission to view the
criminal record for an applicant.



