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Volunteer Portal User Guide

Purpose

This document serves a guidebook for volunteers to navigate the VVolunteer Portal. The
Volunteer Portal was established to allow volunteers to access an online account for the
following activities:

e Update mailing address

e Update emergency contact information

e Check volunteer schedule

e View volunteer service hours provided

e Retrieve Facility VRC contact information

e Review applicable policies and resources

e Receive updates on training dates, application processes, and other exciting
Department news!
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First Time Login Process
1. Click on the following link or copy and paste the link in your internet browser:

https://www.volgistics.com/ex/portal.dll/?from=215281.

2. You will be taken to the screen shown below:
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Login

Enter your email address and your Volunteer Portal password, and then click the Go button.

Login name:

Password:

Forget vour password? Help

Need a password?

Close this window | Privacy policy

3. Enter your Login name and Password and click Go.
a. Login name: the email address associated with your volunteer profile — it should

b.

C.

be the email you entered in your online application. If you don 't recall which
email address you entered, contact the Facility VRC.
Password: Click “Need a password?”
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Enter your email address and your Volunteer Portal password, and then click the Go button.

Login name: « Enter your email address

Password:

L kil word? @Q

MNeed 3 password’

Close this window | Privacy policy

Enter your email address again and click “Go.”
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Need a password?

Enter your email address and then click the Go button. We will send a reset link to you by email.

“m

If you continue to experience difficul ing your information, please contact the volunteer office for further
assistance.

mail address:

Login

d. You will receive an email with your login name and a URL to reset your
password. Click the link and reset your password.

Message McAfee E-mail Scan

x 4 Reply (23 Reporting NE e s (Q search Archive
@ REpI}.rAII Ei} To Manager e L‘—I @ o ﬁﬁrchive
%- Delete - ) — | Maove Tags Editing| Zoom
E# Forward = lj_) Team E-mail v - A~ o -
| Drelete Respond Cuick Steps I Move Zoom | Barracuda Networks

@ This item will expire in 29 days. To keep this item longer apply a different Retention Palicy.

Below is the password information you requested. Use the login name and password that appear below
to access the IDOC Volunteer Portal.

Your login name is: jamismit@idoc.idaho.gov

w the URL to reset your password: https://www.volgistics.com/ex/core.dll/process? )
t=f27vyAABVmMoSdudENOSrssYuc

If you continue to have trouble accessing the IDOC Volunteer Portal with the credentials provided, please
contact the facility VRC.

%} Retention Policy: IDOC 1 Month Delete (30 days) Expires: 10/20/2016

From: VolunteerMail @volgistics.com on behalf of Sent:  Tue 9/20/2016 8:52 AM
Idaho Department of Correction <jamismit@idoc.idaho.gov =

To: Hesz Smith, Jamie

Cc

Subject: IDOC Volunteer Portal Password
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IDOC Volunteer Portal
Volunteer information for Jamie Hess Smith
Home | Mail /| My Profile || My Schedule || My Service History || Account
Check your schedule Welcome!
Welcome to the IDOC Volunteer Portal. This new online feature gives you an easy
way to keep-in-touch with the volunteer program. You can check your schedule,
Check messages access resources, receive messages, and much more: anytime, and from any
Internet connected computer
Text message opt-in
Facility
VRC Contact Information ISCC Volunteer [Idaho State Correctional Centerl|SCC]
Each facility has a Volunteer and . P
Religious Activity Coordinator (VRC) Sign up for Volunteer Training!
that can help you with any volunteer Please sign up for the volunteer training you plan to attend by copying and pasting
guesticns. Click the link below to the following link in your web browser to sign up: ’ ’
view the list.
VRC Contact Info https://docs.google com/forms/d/e/1FAIpQLSdp) TgszhldbhS7aBAGM 3cz3Wm-
UxWBLDNFzR by 8C vy Xs\V-wiviewform.
Volunteer Manual Please make sure you sign up for volunteer training so we can ensure there is
. _— encugh room and, more importantly, enough snacks!
The velunteer manual contains facility
informaticn, VRC contact information, - —
the volunteer agreement, as well as Upcoming Volunteer Training!
other resources. Please click the link
I BOISE: Thursday, October 6, 2016
below to view the manual. Mew Volunteer Training & Annual Refresher Training: 3:00 p.m. - 7:00 p.m.
Wolunteer Manual New Volunteer Training Continued: 7:00 p.m. — 9:00 p.m.
1. There are 6 tabs available. Home, Mail, My Profile, My Schedule, My Service History,
and Account.
Home || Mail || My Profile || My Schedule | My Service History || Account
Home Tab

1. From the Home tab, you can check your schedule, check messages, or update your
preferences to receive notification via text by clicking one of the three boxes on the left
side of the page.
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Home | Mail || MyProfile || My Schedule || My Service History || Account

heck your schedule
Check messages
t message opt-in

VRC Contact Information

Each facility has a Volunteer and
Religious Activity Coordinator (VRC)
that can help you with any volunteer
questicns. Click the link below to
view the list.

VRC Contact Info

Volunteer Manual

The volunteer manual contains facility
information, WRC contact information,
the velunteer agreement, as well as
other resources. Please click the link
below to view the manual.

Volunteer Manual

Welcome!

Welcome to the IDOC Volunteer Portal. This new online feature gives you an easy
way to keep-in-touch with the velunteer program. You can check your schedule,
access resources, receive messages, and much mere: anytime, and from any
Internet connected computer.

Facility
ISCC Welunteer [Idahe State Correcticnal Centert| SCC]

Sign up for Volunteer Training!

Please sign up for the volunteer training you plan to attend by cepying and pasting
the following link in your web browser to sign up:

https://docs.google. com/forms/d/e/ 1FAIpQALSdpj TgszhldbhSTaBAGM3cz 3Wm-
UxWbLDNFzRby8C vy XsV-w/viewform.

Please make sure you sign up for volunteer training so we can ensure there is
encugh room and, more importantly, enough snacks!

Upcoming Volunteer Training!

BOISE: Thursday, October 6, 2016
Mew Volunteer Training & Annual Refresher Training: 3:00 p.m. — 7:00 p.m.
Mew “olunteer Training Continued: 7:00 p.m. — 9:00 p.m.

a. Check your schedule: automatically takes you to the My Schedule tab.
b. Check messages: automatically takes you to the Mail tab.
c. Text message opt-in: automatically takes you to Account tab.

2. The middle section of the page will include applicable volunteer service information.

Home || Mail || My Profile || My Schedule || My Service History || Account

Check your schedule
Check messages

Text message opt-in

VRC Contact Information

Each facility has a Velunteer and
Religious Activity Coordinator (WVRC)
that can help you with any velunteer
questions. Click the link below to
view the list.

YWRC Contact Info

Volunteer Manual

The velunteer manual contains facility
information, VRC contact information,
the volunteer agreement, as well as
other resources. Please click the link
below to view the manual.

Yolunteer Manual

Welcome!

Welcome to the IDOC Volunteer Portal. This new online feature gives you an easy
way to keep-in-touch with the volunteer program. You can check your schedule,
access resources, receive messages, and much mere: anytime, and from any
Internet connected computer.

Facility
ISCC Volunteer [Idaho State Correctional CenterllSCC]

Sign up for Volunteer Training!

Please sign up for the velunteer training you plan to attend by copying and pasting
the following link in your web browser to sign up:
https:/fdocs.google.com/forms/d/e/ 1FAIpQLSdpjTgszhl4bhSTaBAGM 3cz3Wm-
UxWhLDMFzR by 8C vy XsV-w/viewform.

Please make sure you sign up for volunteer training so we can ensure there is
encugh reem and, mere impoertantly, encugh snacks!

Upcoming Volunteer Training!

BOISE: Thursday, October 6, 2016
New Wolunteer Training & Annual Refresher Training: 3:00 p.m. — 7:00 p.m.

L B e L e L e e e = iy = SO

Page 5 of 10




IDAHO

DEPARTMENT OF
CORRECTION
3. You will also find the Facility VRC Contact Information and the applicable IDOC
policies. Simply click the blue highlighted options to open the information in a new
window. These files will open as a PDF in a new window or tab on the internet. From
there, you may save the documents if needed.
Home || Mail /| MyProfile || My Schedule | My Service History || Account
Check your schedule Welcome!
Welcome to the IDOC Welunteer Portal. This new cnline feature gives you an easy
way to keep-intouch with the volunteer program. You can check your schedule,
Check messages access resources, receive messages, and much more: anytime, and from any
Internet connected computer.
Text message opt-in
Facility
RC Contact Information ISCC Welunteer [Idaho State Correcticnal CenterllSCC]
ach facility has a Volunteer and . A
AR -F.i-s,.q ouneer & Sign up for Volunteer Training!
that can help you with any volunteer Please sign up for the volunteer training you plan to attend by copying and pasting
questions. Click the link below to the following link in your web browser to sign up: o
view the list.
VRO Contact Info https:/idoc s.google.com/forms/d/e/1FAIpQLSdp)TgszhldbhSTaBABM3cz 3Wm-
UxWbLDNFzRby8C vy XsV-w/viewform.
Volunteer Manual Please make sure you sign up for volunteer training so we can ensure there is
. —_ enough room and, more importantly, enough snacksl!
The velunteer manual contains facility
information, VRC contact information, - —
the volunteer agreement, as well as Upcoming Volunteer Training!
other resources. Please click the link
e e BOISE: Thursday, October 6, 2016
below to view the manual Mew Volunteer Training & Annual Refresher Training: 3:00 p.m. — 7:00 p.m.
Volunteer Manual Mew Velunteer Training Continued: 7:00 p.m. — %00 p.m.
4. To log out, select the green Exit button at the bottom left corner of any screen.
R
Mail Tab

1. This tab simply contains any new or old messages that are sent to you through the IDOC
volunteer tracking system. If you do not want to use this function, you do not have to!
Email messages can be sent to your regular email address.

Instructions
New messages

Mo new massages

Old Messages

Mo old messages

Exit

Volunteer information for Jamie Hess Smith

Home Mail My Profile My Schedule My Service History Account

To view a message. simply click on the message subject
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My Profile Tab

1. From this tab, you can update your mailing address, your phone number, email
address, emergency contact information, and photo for your badge.

Contact Information

1. Inthe Contact Information section, you will see the information we already have in
your volunteer profile. If any of this info is inaccurate, please enter the new
information and click the green save button.

Home || Mail || MyProfile || My Schedule || My Service History || Account

Instructions

The following information is currently on file in your volunteer record. To update your records, enter your new information in the

spaces provided. Click any of the "Save" buttons to save your changes or additions. Please update this information at least
annually.

Contact Information
First Mame: Jamie
Last Name: Hess Smith

Mailing Address: 1299 M. Orchard St., Suite 110
City: |Boise
State: | 1D v | Zip: 83706
Home phone: [(208) 287-3321
Cell phone: |(208) 287-3321

Email address: 'lismit@idoc.idaho.gov
L

Emergency Contact

1. This is exactly the same as the Contact Information area. Please update if the information
is inaccurate. Remember, this is the person we will call in case of an emergency inside
the facility, so make sure you add someone that is not likely to volunteer in the facility
with you.

Emergency Contact

In the event of an emergency whom should we notify? Remember, this persen will be contacted in an emergency situation, so
please do not list someone you volunteer with who will likely be with you in the facility

First name: |Other
Last name: |Contact
City:
State: | Choose ¥
Zip:
Cell phene: |0pp-n000

Relationship: | Co-worker v | *

My Schedule Tab

1. From this tab, you can view the dates and times you are scheduled for volunteer services.
If this information is inaccurate, please contact the facility VRC.
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Home || Mail = MyProfile || MySchedule = My Service History = Account

Instructions
Yoaour regularly scheduled volunteer shifls appear on the calendar. Click the "Next month™ or "Previous Month™ buttons to view a
different month. For a printable view of your schedule click the "Printable view™ button.

Balutiul BDUChGE August 2015

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1
2 3 4 5 6 7 8
9 10 " 12 13 14 15
SD0p-&00p E:30p-T:30p

SIC| Yolunieer ISCC Volunteer

16 17 18 19 20 21 22
SD0p.E00p €:30p.T:30p

SICI Volunieer ISCE Volunteer

23 24 25 26 27 28 29
500 p- 600 p 630p-T730p

SIC| Yolunieer ISCE Volunteer

30 31

=00p- 600 P

SICI Volunteer

My Service History Tab
1. This tab contains you Start Date and the Total Year to date Hours provided at the facility.

Volunteer information for Jamie Hess Smith

Home || Mail || My Profile || My Schedule || My Service History || Account

Instructions
Click the "Printable view" button for a printable view of this infermation.

Totals
Start date: August 11, 2015
Year-to-date hours: 0:00

Service by year

Click on a year to view your records for the year.
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Account Tab
preferences.
Home

Change your password

You can change the password you use to access your volunteer information. Enter your current password, enter your
new password twice, and then click the Save button

Your new password must

» Be between & and 30 characters long.

Enter your current password here:

Enter your new password here:

Enter your new password again

Message Preferences (Email / Text Messaging)

Use this section to opt-in and cpt-out of text messaging (also known as "SMS"). You can change preferences for
how you would like to receive messages, whether as emails, text messages, or none.

1. Please Enter Your Mobile Device Number:

Wolgistic s Volunteer Alerts sends reminders, alerts, and custom messages from

System Operators and Coordinators using text messaging {SMS). Please tell us where we can send
messages

Enter a mobile phone number ¥our country

This is a required field.

Supported Carriers: AT&T. Sprint, Nextel, Boost, Verizon Wireless, U.S. Cellulan®),

My Profile My Scheadule My Service History Account

“(Required)

Help r;i;I I -

United States hd

2. In the Message Preferences section, you can:

a. Enter your cell phone number if you would like to receive messages regarding
your volunteer service via text message.

Message Preferences (Email / Text Messaging)

Use this section to opt-in and opt-out of text messaging (also known as "SMS7). You can change preferences for
how you would like to receive messages, whether as emails, text messages, or none

1. Please Enter ¥our Mobile Device Mumber,

Volgistics Violunteer Alerts sends reminders, alerts, and custom messages from
System Operators and Coordinators using text messaaging (SM3). Please tell us where we can send
messages:

Enter a mobile phone number Y our country
United States T

This is a required fisld

Supported Carriers; ATAT, Spont, Mextel, Boost, Venzon Wireless, U.5. Cellular®,
T-Mobile®, Cellular One Dobson, Cincinnati Bell, Alltel. Virgin Mobile USA, Cellular South,
Unicel, Centennial and Nielos

b. Determine whether you would like to receive updates via email or text message or
to opt out of receiving messages altogether.
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2. How do you prefer to receive these types of messages?

Automated Messages

Text
Email  Message None
. Checklist reminders
Custom MESSHQES
Email
Email  womeen  None
. Electronic newsletters
. Recruitment appeals

c. The time of day you would like to receive messages.

3. When would you like to receive automated messages, such as schedule reminders?

Between these hours: | Midnight ¥ and | Midnight -
Your time zone:
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