How To helpcounter

G u i d e 3 Volunteer Software

Add Volunteers to an Activity/Committee
What this is

This feature will allow you to track which volunteers are interested in different activities.

How to do it

Step 1 Log into the Admin Area of HelpCounter by going to Leg inte HelpCounter [Web...
www.helpcounterweb.com and entering your administrative log | | . yume
on. It is the one ending in '-adm'. Parswnrht
If you are on the computer used for signing in, click on the work (Gt ok Coraer
'Admin' in the lower right corner of the main sign in window. '
Step 2 In the Administrative Area, click in the panel on the left side of the page
labeled 'View & Edit Data'. ViewlEdit Data
Step 3 Near the middle of the page, click on Individual Activities & Committees
Activities/Committees. (indvioan Acivises/Conmiioss )
Step 4 Select the activity from the list.
Campyal )
LAty COmmiRee e o biaanat?
Step 5 Click on 'Update Volunteer List'. Volunteers (lipdete Vokmiser Lt
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Step 6 Check the box for each volunteer you'd like to
add, and uncheck for those you'd like to remove.
Wemner  Vohmteer chair §
[0  Aabacus, Harold O
[+ Abhas, Vick [« 1
[F]  Abbot, Micole O
Abrams, Charleng = ;
[ Abrams, Donald O
o
D Ajarmi, Falemah D
[0  A-Sased, Kathenine O
|:| Alemander, Frances D
0 Alfgerdson, Laura W
[0  Affred, Tomya W
Step 7 At the top of the page, save you changes. Save Changes |
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