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How To Guide – Managing/Scheduling Volunteers
The system will allow you to manage volunteers for menu dates.  The number of volunteers required can be set in the "Application Profile" and this number will apply to all schedules and menus unless you override this setting in the schedule record.
If you specify the number of volunteers in the schedule record that number will apply to all menus in that schedule unless you override it by specifying a different number in a menu record in which case that number will apply to that menu only.
Application Profile Setting:
1. Go to "ADMINISTRATION" tab => "Edit Application Profile" and click on the "Volunteers" button.
2. Set "Enable Volunteer Signup" to "Yes" and specify the "Max Volunteers per Lunch Date" that you require.
3. Save these changes.
Now any menu date will have the volunteer signup enabled.

[bookmark: _GoBack]You can have a different setting for a particular schedule by editing the schedule record and altering the Volunteer settings there.
It is also possible to have different settings for a single menu by editing the menu record and altering the volunteer settings.
If a schedule has a "Default" volunteer signup setting, then the settings from the "Application Profile" will apply.  If a menu has a "Default" volunteer signup setting, then the setting from the schedule will apply or the application setting will apply if the schedule is also set to "Default".
Volunteer Schedule setup:

A Volunteer Schedule is a great way to manage time slots at an event, and to see who is available to help out when.
Schedule Title is either the title of the event or if you have multiple overlapping activities during an event ex. a Henna station, cake walk, you can set up the activities as separate schedules. 
Your Menu Days are set up as Individual the time slots.
These schedules only show up for parents under the “Orders” tab “Volunteer Signup”. To let parents, know this is available to them we suggest making an announcement and putting some info on your schools ‘HOME/WELCOME’ page.
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