How To helpcounter

Volunteer Software

View Activity/Committee Rosters

What this is
This feature will allow you to view hours reports, etc. from previous school years.
How to do it
Step 1 Log into the Admin Area of HelpCounter by going to Log into HelpCounter Web...
www.helpcounterweb.com and entering your administrative log | |, yume
on. Passwn
If you are on the computer used for signing in, click on the work (o Aarse )

'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 Rost d
labeled 'Rosters & Reports'. satnilibul
Reports
Step 3 Near the topof the page, under 'Volunteer Rosters', click on Volunteer Rosters [
the down arrow. Now select the roster type. [Seiect a Fostes i
Select a Rosher i
If you select a rostery by activity, classroom, etc. you will then G| All Vohantesrs on Fie
select the appropriate activity, classroom, etc. ¥ Vokmtesrs by Classioom
| Vokmbesrs with & Child in & Classtoom
H Yokmbesrs by Grade
Volmnbeers by Categoy
Winkmibesis W Have Sehually Sigred |
Step 4 When you are viewing your rroster, you may select to view only the volunteers who indicated
interest, only those who actually volunteered, or both.
%3’ Committed to Help O actually volunteered Hours  © Show Both
Step 5 Also you may choose to print or export the report. But more commonly, you may want to send

an email to the volunteers on this roster.
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Fearnat Page For Printing this Roster |

E-Mail his Rostes to Someone |

Page 2 Copyright 2003-2010 — Liden Technologies, LLC www.helpcounter.net 503 919-3131



http://www.helpcounter.net/

