Genesis Volunteer Involvement Program Reports

Steps Screen Displayed Procedures
— ——— IMPORTANT: There are many reports
1 — that can be accessed and printed from the
sl Volunteer Involvement Program in
. Genesis; you may also run prior years
e reports by logging onto the desired year.
To Display the Volunteer Reports:
e Click Reports on the Menu bar
e Click the Report Name to display
All Reports have the same icon
functions from left to right:
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Mailing Labels by Child’s Grade
Report

To Create Mailing Labels by Grade

\Note: Label size (Avery 5160) are

Level for Volunteers who have a Child
Enrolled at your School:

e Click the Radio button to the left of
the Grade level

Click the Enter button

Click the Print icon to print the Labels

available through the Polk County
Warehouse.
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5 T Volunteer Mailing Labels
— :l.’:l::gﬂ::lhﬂl Cholces Report
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e Al et s I et e Labels for your school VVolunteers can
o be created by selecting a combination of
criteria:
.» Click the Radio Button to the left of
the selection
e All Individuals
e By Individual
e Specific Date
e Date Range
When selecting a Specific Date or a
6 Date Range: (Example 1% Day of School
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through 2" Week of School)

e Click on the Beginning Date and the
Ending Date

If the Beginning and Ending Month are
different:

e Click the Arrow on the Calendars to
display the appropriate month

~e Click the Radio Button to the left of

the status

e Click the Enter button
OR

e Click Cancel to close the Volunteer
Mailing Labels Report
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7 The Volunteer Mailing Labels Report
displays.
“ | N T Click the Print icon to print the Labels
To Close the Report
o \ Click the X in the top right corner of
the screen
{0941 Bartow Elementary Academy / 0910 / Data Source: 515
Volunteers_Maintenance Help Approved Yolunteer List - Excel
fipproved Yolunkesr List
Involvement Hours by Category
Service Type and Hours by Yolunteer .
Mailing Labels by Child's Grade Repart e Click Reports
Woluntesr Maling Labels
T TOr——— e Click Approved Volunteer List -
HPproved voiunteer LIt - EXCE, EXCEI
The Genesis Approved List — Excel will
8 M vl L be displayed.
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[ Lasthame  FirstName:Home Phone App.ate  School SchoolName Vil Logon
1 MOREON N ’8635337884 1 ’0941 BatowElemertary Academy ATROLCALIS
3 ACORNEON  BBd ’8635336411 ALl ’09!11 BatowElemertany Acadermy ALTRIELLA
4 ACORNSON  ROKE ’8635330882 1 ’0941 Batow Elementary qademy A44ILTEILG
5 ACORNSON  Srene ’8632858970 1 ’0941 BatowElemertany Acadery AGSORCALLE
b ACORNEON  BUSTER ’8632858970 s ’0941 BatowElemertany Acadery ATILLSINE
TBCORREON  WCHAEL ’8635195324 i ’0941 Batow Elemertany Academy ATOCINDS
B BCORAON  GRacE ’8635195324 e ’09!11 Batow Elementary qacemy ATITIEI0
JIA0OCK CONNE ’8635331920 g ’0941 Batow Elemertany Academy ASHORLAITES
WERS DAE ’8636615552 15 ’0941 BatowElemertany Acadery. ATTRLRITLE
WA IS MR AN 0 beto ey ATION

IMPORTANT: Please Read - The
Approved Excel VVolunteer list is a good
Tool to use to distribute the Eleven
Character (11) Volunteer Login
Information to the Volunteers at your
School. Delete Columns C - K, display
the print out by the Volunteer Login
Computer so that each VVolunteer can look
up their Volunteer Logon Information.
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Fa - F ‘ Bartow Elemq -
— {B I = -5 A-8E
& Boakl
2 & L % & cut
4 |ACORMSON — ROSE 1/2/1300  [Bal Ba| cony
5 |ACORNSON SHAME 1/2/1900 |Ba & ;aste
& |ACORMSON  BUSTER 3/4/2005  [Bal -
7 |ACORMSON  MICHAEL  6/28/2007 |Ba Paste Special..
8 |MCORMSOM  GRACE 7/18/2007 |Ba nsett
9 | ADCOCK COMMIE  §/28/2007 |Ba Delete
10 BROOKS DALE 7/25/2007 [Ral Clear Contents
11 | BARNES SUSAN 1/2/1900  [Ba & Format Cels..
12 |BARNES ELAINE 1/2/1300  [Bal Column Width.
13 |BARMED RALPH 6/28/2007 |Ba LR
14 | BARNING CHUCK 1/2/1900  [Bal T
15 | BARMHILL KATRINA  1/2/1900  [Bar.. 2000
16 |BARRERO BUSTER 9/14/2005 |Bartow Elementary Academy |£7404200087
17 Barrera MARY 12/4/2007 Bartow Elementary Academy |27006270114
18 BARWICK ALTON 6/28/2007 |Rartow Elementary Academy 246903300041
19 BARROWY KELLY 1/2/1900 Bartow Elementary Academy |A6907100047
20 |BARWICK ANMETTE  11/9/2005 |Bartow Elementary Academy |£4309240013
21 BASS RALRY 1/2/1900  |Partow Elementary Academy |A6607080035
1 -
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A B F G
1 lastName First Name Vol Logon
ACORNSON 1N prilary Aazdemy - ATEMOZ000S
ACORNSON  DUBA entary Academy  A&TII1G0041
ACORNSON  RIOSE BE3533 Fwiteipe Entary Academy  AB401250145
SON  SHAND  [0BI0S | preen entary Academy  AGI0020010

ALORNSON
ACDRNSON
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ADCOCK
10 BROOKS
11 BARNES
12 BARNES
13 BARNED
14 RARMING
| 15 BARNHILL

2
:|
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7
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BUSIER  |oedley
MICHAFIL  |RA351S
GRACE BE3515
CONMIE  |B63533
DALL 063661
SUISAN BE3850
ELAINE 341644 Unhige

entary Academy  ASULLAUULE
pritary Academy  ATI107H0013
ertary Academy  AT207020074
tenilary Avademy  ASS06030023
entary Aczdemy ATT00200014
entary academy  ATI03010063
entary Academy  ATB03230025

RAPH  [ssassss Jofzefoonr sl artow Hlementary Academy AZS1ZZEUUZS

oHuck  [Ressazmeas [1/7eon nean
FATRINA

Riartuw Flementary Academy - ARININSONAA
8635337983 [1/2/1900 :JE-!I Bartow Elementary Academy  AT211280028

EXAMPLE: To Delete a Column in
Excel:

e Click on the Column to Highlight
¢ Right Click and Click Delete
e The Column will be Deleted

EXAMPLE: To Hide a Column in
Excel:

e Click on the Column to Highlight
e Right Click and Click Hide

Clicking Hide will Hide the Entire
Column.
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(5 971 Union Academy / 1011 / Daka Source; SIS900000FPRD | Genesis Yolunteer Involvement Program
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Annual Yolunkeer Data

To Run an Annual VVolunteer Data
Report:

From the Genesis Volunteer Involvement
Program Screen

e Click on Reports
e Click on Annual Volunteer Data
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The Annual Volunteer Data Report
11 T— Screen will be displayed.
e Click on the Populate Defaults
Student Errallment; |42? Button
Staff Training Date: |1 070609 E :I .
. School Information that Populates the
Tota Schoal S I22 Populate Defauls Fields :
Total Present atTraining:|22 _— e Student Enrollment
Staff Attendance % {100 Save o Staff Training Date
e Total School Staff
~Wolunteer Information e Total Present at Training
o Staff Attendance Percentage
Total Volunteer H :|_Tt|nW|t :|_ .
e e Volunteer Information that Populates
the Fields :
Total # of Yolunteers Under 21;
|5 e Total Volunteer Hours
e Total # of Volunteers
RN EERa- ) e Total # of Volunteers Under 21
|9? e Total # of Volunteers 21- 61
Total Number of voluntesrs 62 and Over: e Total Number of Volunteers 62
|1n_ and Over
e Click Save to Save the Report to
. [ the Data File for District Use
Print Only
e Click Print to Print the Report
for your records
To Exit the Volunteer Involvement
12 Program and Return to the Genesis

Local Menu:

Click Volunteers on the Menu bar

e Click Exit

e Click Quit to return to the Genesis
Schools menu screen

e Click Exit GENESIS to exit the
GENESIS System
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