http://normanrockwellpta.org

Reports & emailing volunteers
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Before school starts the first day packet is set up online. Program chairs are added and reports are shared for each

program. The first day packet includes a volunteer interest form. You can find your shared reports by clicking the admin
link in the upper right corner next to Sign out. If you don’t see sign out, then you need to sign in to use the link. Clicking
the link takes you to the reports page.
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View shared reports
Showing all 1 shared report(s)

-—| Reports

Report title A

Salmon In the Classroom

Depending on the needs of your position you will have more than one report, everyone should have one at the
beginning of the year.

e Toopen areport, click the name of the report.
e To export the details (name, position, email, phone numbers) use the download button inside the open report.
e To email your volunteers select the checkbox next to their name and click the send email button inside the open
report.
0 An email editor will open, change the from email address to be the email you want people to reply to,
and send your email like you normally would.
0 It's best to send at least your initial email from the website.

Volunteer Sign ups
To have a volunteer opportunity listed for registration on the website send the following information to the webmaster

1) Program Name, 2) Opportunity Name, 3) Sign up Start Date, 4) Sign up End Date, 5) number of volunteers needed, 6)
Description

You can send the request in the body of an email or using a spreadsheet (preferred) there is a template on the website.



Here is what it looks like when the webmaster sets it up:

Volunteer Position: 5:30-6 pm Cookie Station helper

Program Position title (3

Back to School Barbecue 5:30-6 pm Cookie Station helper
Openon (3} Expires 3) # Volunteers needed 3

8/30/2015 9/19/2015 2

Description @

Help out at the cookie table during the barbecue on Friday, September 18th.

And this is what it looks like to a prospective volunteer:

Back to School 7:30-8:00 pm Clean Up Helpers 2 volunteer(s) still needed. Assistwith general clean up

Barbecue after the barbecue on Friday, September 18th.

Chair: Kathleen Fisher -

Timeframe: Friday, September 18th, 5 - 5:30-0 pm Servers 1 volunteer(s) still needed. Help serve meals to the
7:30 p.m. families who attend the barbecue on Friday, September

18th.

2 volunteer(s) still needed. Help serve meals to the
families who attend the barbecue on Friday, September
18th.

6-6:30 pm Servers

2 volunteer(s) stll needed. Help serve meals to the
families who attend the barbecue on Friday, September

6:30-7 pm Servers
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18th.
7-7.30 Servers 2 volunreer(s) sull needed. Help sernve meals to the
EI families who attend the barbecue on Friday, September
18th.
7-7:30 pm Cookie Station Helper 1 volunteer(s) sull needed. Help out atthe cookie table

EI during the barbecue on Friday, September 18th.

The timeframe and chair comes from your program listing, the opportunities on the right are populated by your
requests. The default setting is to have positions hidden once they are filled, if you want to have them show up as full
with the name of the volunteers who signed up that is also an option.

Sales & Program Registration

Sales and program registration work the same way as volunteer sign ups do, families just purchase/sign up on different
pages from the volunteer page.

Sales can have two purchase pages, one for families and one for guests if the event is open to people outside the school
(like the musical). The required information is:

1) Product Name, 2) Program, 3) Unit price, 4) Sales limit, 5) Begin sale date, 6) End sale date, 7) Description



The other fields are optional/not always required.

Product: Saturday Afternoon, 4/25/15 @ 3 pm

Product name 7}

Saturday Aftermoon, 4/25/15 @ 3 pm
Unit price (@

7.50

Begin sale date @

3/24/2015

Small thumbnail image &

Large product image (3

Heading for variety choices (e.g., "Size™) @)

(] Ask for student name @

[] User sets own price

Description & G

[ Add1 notes required @

Program

Spring Musical

Sales limit (3

200

End sale date
4/24/2015

Variety choices (e.g., "Small/Medium/Large™) (&)

@

Browse .

Browse

6]

Heading for additional notes (3

Price suggestions (e.g., "25 /50 /757 @

Ticket to Disney's The Little Mermaid JR offered by Rockwell PTA and Youth Theater Morthwest. Pick up at the door by last
name on the day of the show or delivered in advance via kid mail if ordered early enough.

A program sign up (also called an event registration) needs the following information:

1) Sign up title, 2) Program, 3) Prompt text for Yes/No option, 4) Registration deadline, 5) Registration limit, 6) Student
Grade levels allowed, 7) any options (example on last page)

Custom Pages and Announcements

The website template also allows us to create custom pages easily, post announcements, etc. Pages will have their own
address and be linked off the appropriate program. If you’d like a page (see Reflections for an example) simply let the
webmaster know. Announcements are usually created by the Bugle Editor when you submit an article. If you want an

Programs

announcement, make
certain you request one.

Reflections

Chair: Radha Dalvi, Veena Sridhar
When: fall

The Reflections Program is a National PTA and WSPTA cultural arts competition.
The purpose is to provide an opportunity for students to use their creative
talents by expressing themselves through their own original works.

The 2015-2016 theme is "Let Your Imagination Fly”

Click here for more info

Enrichment

XL Math Incentives

ath Challenges
Reflections
Bal in the Classroom
Beience Van
Epelling Bee Online Club

5th Grade Promotion

All School Dance Party
Back to School Barbecue
Dance Party Bingo
Disability Awareness Fair
Field Day

Heritage Night Festival

Ice Cream Social/Art
Showcase/Used Book Sale

Welcome Back Coffee



Event Registration Packet Page

Packet page tite Program Prompt text 3

| Fall Lottery Registration Art For Kids School [¥]| |participating?
;Fﬂgisuaﬁnn deadline (& ) _ReEimaﬁ“n limit @ [ Response raqmired (7 [T Send amail on o' (3)
(/1372015 |

Opening messzge @ G Email confirmation message @ G2

Check tha box next to your student’s name and selact your A The following is a confirmation of your student(s) and their
first, second, and third dass choice to enrcll them in the ourrent lottery registration status.
Fall 2015 after school art class lottary.

W L
Missed deadline message (3 G5 Registration full message 3 55
We're sorry, but the registration deadline for this program | | We're sorry, but the registration for this program is now 2
has already passed. [[Contact us: /ContactUs]] if you have full. [[Contact us: /ContactUs]] if you have questions.
guestions.
W L
Grade levels allowed
M ke M 3
M Moy
M o2 5
Additivual inpul Gelds (F
@ 4 Input field label & ¥ Required? Field choices (3
: 1st Choice @ Mon 3:10-4:10pm (ages 5-8) / Mon 4:25-5:25pm (ages 9-12) |
Help text &
| Monday dasses are $162.50, Wednesday classes are $150, each have a £5 registration fee ~
L
Q 4 4 Ioputfieldlabel @ [] Required> ~ Fieid choices @
| 2nd Choice @ Mon 3:10-4:10pm (ages 5-8) / Mon 4:25-5:25pm [ages 9-12) |
Ilelp text (3
: Monday classes are $162.50, Wednesday classes are $150, each have a $5 registration fee |
V.
Q1 Input field label & [] Required;  Field choices @
| 3rd Choice ) Mon 3:10-4:10pm (ages 5-8) / Mon 4:25-5:25pm (ages 9-12) |
Halp taxt (3

| Monday classes are $162.50, Wednesday classes are $150, each have a $5 registration fee Al



