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Handbook Guide

Here's what you'll find in this guide:

Step-by-step guide to the Volunteer
Onboarding process




Self-Register - General User




Self-Register

General User

Steps

Open Self Registration form
link

For Parents/Guardians to
Submit enquiry for Youth
Member

https://scoutmap.my.site.com/sco

uts/s/login/SelfRegister

D Provide the details

p Click on Submit

Registration Form

Join the community to receive personalized information
and customer support.

*First Name

*Last Name

*Email

you@example.com

*Phone No

*Date of Birth

Company Name

I Submit 3



https://scoutmap.my.site.com/scouts/s/login/SelfRegister
https://scoutmap.my.site.com/scouts/s/login/SelfRegister
https://scoutmap.my.site.com/scouts/s/login/SelfRegister

Self-Register

General User

Steps

] —
» Opeh your ma”bOX Welcome to Scout CEP! To get started, go to ] |
| ]
| —
B You will receive an email to Toks
Scouts WA
set the password
Enter a new password farll | |
Make sure to include at least:
p Click on the link and set the i
pPasswo rad. 1 uppercase letter

1 lowercase letler
1 number

1 special character @

* Mew Password

* Confirm New Password

Password was last changed on 113/ 2024, 10:55 am.




Submit Volunteer Expression Of Interest- General
User




General User
Steps

» Logon to the Portal using
your Username and

Password

p Click on 'Submit Volunteer
EOI' tab

Submit Volunteer Expression of Interest

~

Assigned Tasks More A Q A

Login Events and Calendar
Forgot your password? Not a member? 1o Expression of Interest
Formation Assets

¥ Invoices

My Children
Iy Reports

Section and their Me...
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Submit Volunteer EOI

Submitted Rg Submit Voluntee

Support

My Contact Details




General User

Expression of Interest
(EQI) form

Now, Volunteer EOIl form is

B submitted.

Logout from Portal

Submit Volunteer Expression of Interest (EOI)

Emergency Contact




General User

Steps

b Log into ScoutMap

D Navigate to Opportunities
tab

b Select 'Submitted for

Review' list view

p Click on the Opportunity
Name to View EOI details

Submit Volunteer Expression Of Interest (EOI)

- Customer Engagem,. Im

(Opportunibies
q Sinited forReien v 77— ()

28 thems « Sorted by Croatod Date o bitered by All oppartusities - ()pportunity Rnoaed Iype, Stage « Updated a fre sacand: aqo

| Opportunity Name v | Volunteer v Account Name

| : Expression of Inferest o : W Group

New
Q \ 8 F-lCI/€|Y

v Created Data ¢ v Stage v | Postal Code v
11320241237 pm EO Submétted G061 v




View submitted Volunteer Expression Of Interest-
Member Services




View submitted Volunteer Expression Of Interest

Membership Services User

Opportunit
ﬁ-hpression of Interest + Follow || Edit | Clone | NewNote |

Account Name Close Date Amount Opportunity Owner
SW Group 10/4/2024 s—3=

On the Expression of

Interest Details Page, EOI
. . In Trial Volunteer Application Submitted PCC Initiated Closed + Mark Stage as Complete
will be on EOI submitted ' —

status Details Related Activity Chatter
g———i 2 ‘
— Filters: All time = All activities « All types | &
e Account Name @ Expiry Date
Go to Prospective Volunteer e P Refresh + Expand All  View Al
. Opportunity Name Stage v Upcoming & Overdue
M em be r Deta | |S ——1- Expression of Interest ¢ EOI Submitted 4

. . w P i | M il
Click on the name in o o

Wl Lang gad Mol Phaane

Volunteer Field — e s — #
Dabe OF Birth Email
= o—

You will see the sender —— |
Male #

Volunteer(Contact) details

page




Membership Services User

On Volunteer(Contact)

details page
» Go to Related Tab

» Go to Related Accounts

section
B Click on Add Relationship

You will see the Add

Relationship screen

View submitted Volunteer EOI

E Contact

Title Phone 3 -

Ermail

—— 1

Details Related B

7] Related Accounts (1)

o

B = ! "I---".:rr II‘.I

[Dirmet

Rl

Contact Owner Contact Type

s m—

B Akl Relationship




Membership Services User

On Add Relationship screen

In Account field enter the
Name of Formation for

Volunteer to attend trial

Select the role for the

volunteer

Click on Save

The Formation will be

added in the related

accounts section

View submitted Volunteer EOI

New Account Contact Relationship

* s Required Information

Account Contact Relationship Information
* Account Roles e
L-f.,‘_, Account Q Avadable Chosen
e Geoup Leader v
Branch Adviser %
Program Advisor
Assistant Branch Commissio...

* Comtact Refationthip Strength
Primary Formation Atlive

Relationship Status

Start Date

Ind Date

=4

| Cance Seve & New Seve 8




View submitted Volunteer EOI

Membership Services User

Go Back to the e e —— ‘
EOI(Opportunity) P ,  tom )

o s v by e Sipge
ﬁ Exfdidibsn &f Ml * PO SoBmBad ”

Click on pencil icon besides

stage
Opportunity - ~e
e — o + Fotow [ Eat | Clone | Newtiot

Account Name Close Date Amount Opportunity Owner
SW Group 10/4/2024 o] m—

Update the stage to In Trial

In Trial Volunteer Application Submitted PCC Initiated Closed ' Mark Stage as Complete

and Save

Details Related Activity Chatter

iewous volemert i Sonting Opportunty Ower el -
ol m— £ —
= Filters: All time « All activities « All types ‘ o ‘

Account t Name © Expiry Date R Ex| All All
W £ 2 Refresh « Expand All « View
You can also update the
Opportunity Name Stage + Upcoming & Overdue
- Expression of Interest #  EOI Ssubmitted I'd

stage by clicking mark

stage as complete

Opportunity -
"7 Expression of Interest + Folow | Egt | clone [ Newnate

Account Name Close Date Amount Opportunity Owner

Stage will be moved to In swoowp 1o ] e B
1 T Volunteer Application Submitted PCC Initiated Closed ' Mark Stage as Complete
trial




View new member added to the group- Group Leader




Group Leader

Steps

Group Leader will receive a

notification when a

member is added to the

group

Click on Bell Notifications

icon

You will receive a
notification that New
Volunteer is assigned to

Formation.

Click on the notification

You will be redirected to

Contact page.

Assigned Tasks

View new member added to the group

Notifications

Mark all as read

8 Member Assignmentl!

LSS

New Member assigned to your group

o

Mar 2024, 915 pm e

Memher Ascinnment!!

2




Submit Volunteer Application- Volunteer Applicant
(General User)




Submit Volunteer Application

Volunteer Applicant

Steps

Assigned Tasks

. Events and Calendar
Login to ScoutMap

Expression of Interest

p Click on Submitted ; , E Formation Assets
Requests/Applications — | invoices

Members
My Children
B Reports
Section and their Me...

Submit Volunteer EOI

Submitted Requests/...

Support

My Contact Details




Volunteer Applicant

Steps

D Click on 'Submitted

Volunteer Applications' tab

» Click on Application
(Opportunity Name) to view

details

On the Application
(Opportunity) details

) Click on Click to Submit
Application' link

Submit Volunteer Application

Submitted Applications Submitted Member Application

Submitted Volunteer Applications v

1 item o Sorted by Opportunity Name e Filtered by All opportunities - Opportunity Record Type, Stage ¢ Updated a few seconds ago b %~

Opportunity Name 1 v | Stage v | Created Date v
[ sxoessionof interest in Trial 11/3/2024, 12:37 pm =

Account Name Close Date

SW Group 10/4/2024

DETAILS RELATED

Account Name @

SW Sroun

Opportunity Name

: - Expression of Interest

Household

I ] Household

Pending Pre-requisites

PCC Expiry Date

PCC Initiated On

Submitted Volunteer Application 9

Search this list.

Amount Opportunity Owner

Opportunity Owner
2 ] I g

Expiry Date
4 8/4/2024
Stage

In Trial ra

Closed Reason

Close Comments

Cubmit Annlication
™




Submit Volunteer Application

Volunteer Applicant

Steps

You will see an application

form

Volunteer Application will
be submitted




Update Trial feedback on Volunteer Application-
Group Leader




Update trial feedback on Volunteer Application

Group Leader

Steps

Assigned Tasks
Log in to ScoutMap Contact Us

> Events and Calendar
p Click on Submitted e - R X Expression of Interest

RequeSt/App“Cations o _ > : ) Formation Assets

Invoices

Members

My Children

Reports

Section and their Me...

Submit Volunteer EOI

Submitted Requests/...

Support




Group Leader

Steps

p Click on Submitted

Volunteer Applications tab

» Click on Application

(Opportunity Name) to view

details

» Click on share an update

bmitted Applications Submitted Member Application

Update Trial feedback on Volunteer Application

Submitted Volunteer Application @

Submitted Volunteer Applications v

ered by All opportunities - Opportunity Record Type, Stage « Updated a few seco

Opportunity Name T

v | Stage v | Created Date v

1 - Expression of Interest | e n Trial 11/3/20
|
Opportunit - I
g b - Expression of Interest + fol s
Account Name Close Date Amount pportunity Owne
SW Group 10/4/2024 o—:
DETAILS RELATED Pos

s 8/4/2024

In Trial

- Search this feed

s B
b Userl6992696129536408016 (Employee) updated this record. 9 -

EQI Submitted to In Trial




Group Leader

Steps

D Type your feedback for
Volunteer Applicant

p Click on Share

Update Trial feedback on Volunteer Application

Good behavior in trials with expected results
B I | 5 L E ¥ D
(! opparty
& | Share 6
fy ~ b | c
o1~ ,
Good behavior in trials with expected resu




View & Update submitted Volunteer Application-
Member Services




View & Update submitted Volunteer Application

Membership Services User

... Home v
Membership Services User - Qg o -
or
logs on to salesforce P . —

E Contacts

ﬂ Cases
Navigate to Opportunities £ oreonunices

tab m Reports
irav g Resources

B Reservations
[ ]

Select 'Submitted for

# Edit

Review! list view

p Click on Application [ Stimitted for Review ~ = e .

. . 28 items - Sorted by Created Date « Filtered by All opportunities - Opportunity Record Type, Stage « Updated a few seconds ago Q Search this list H o~ H; < ‘ ‘ cd ‘ﬂl
(Opportunity Name) with -
| Opportunity Name Volunteer v Account Name v  Created Date ¥ v | Stage v  Postal Code
VO | u ntee r Ap pl icatio n 1 | ] I ]- Expression of Interest | — | SW Group 11/3/2024, 12:37 pm Volunteer Application Submitted 6061 (v

Submitted status to view
submitted Volunteer

applications




Membership Services User

Click on pencil icon to
update Stage field to 'PCC
Initiated' (if pre-requisites

are complete)

Click on Save

Application is moved to PCC
Initiated stage and 'PCC
Initiated on' field will be
auto-populated with

present' date.

NOTE: Provide conditionsin
'Conditions' field if its
Conditional Approval.

View & Update submitted Volunteer Application

Details Related

LW Caroap

=- Expression of Interest

Huosusehikd

[— e bl

Expiry Date

’ B/4/2024

Stage
7 Volunteer Applcation Submitted

Chonsasdd Raarbaf

15




Membership Service User

Steps

When PCC is received

If PCC is Passed

Go Back to on the
Application Name

(Opportunity)
D Enable 'PCC Pass' checkbox
» Update 'PCC Expiry' date

p Update Stage filed to
'Onboarding complete’

p Click on Save

Member Number

1,000,027

PCC Expiry

Date a

View & Update submitted Volunteer Application

PCC Pass

@ |

Conditions

4

--None--

EQI Submitted

In Trial

Volunteer Application Submitted

PCC Initiated

/" Onboarding complete

Did not proceed

on

Onboarding complete

View all dependencies

Closed Reason




View & Update submitted Volunteer Application

Membership Service User

Steps

When PCC is received

* Stage ©
If PCC is Failed Did not proceed v l

Wiew all dependencies

Go to Application Name Closed Reason

(Opportunity) _None-- - ‘
v -
» Update the stage field to None
did not proceed Pre Screening Failed

Application Not submitted

p Update the closed reason :
PCC Failed

. PCC Pass
p Click on save




View & Update submitted Volunteer Application

Membership Services User

“ Prospective Volunteer Member Details

Valuntees Liakide Phane
B Click on Volunteer Applicant |_=_| @ ’ dl

—_—1
Drate O Birth Email ra
Name f—  —
Gender Home Phone
Male ’
On Appl ica Nt = Expression of Interest ! Volunteer Application Submitted ’ r.
details(ContaCt) Household Closed Riason

Contact . . .
Clone View Partner User Log in to Experience as User

» Click on the Drop Down w B sraesapuia = [+ rolow ]
|

Title Phone @) ¥ Email Contact Owner Contact Type
pshreyas20@gmail.com # Chandraprabha P & Adult

B Click on 'Disable Partner

User' button

|

[ + Follow H Clone

View Partner User Log in to Experience as User

Delete
Edit

View Contact Hierarchy

Now, Portal access to

Activity Chatter Change Owner

volunteer is deactivated Check for New Data

- 8~ |
Disable Partner User

Filters: All time » All a¢  Sharing Hierarchy

s
Refre: Sharing
v Upcoming 8t Overdue New Contact
No activities to show.
ra Get started by sending an email, scheduling a task, and more.




View & Update submitted Volunteer Application

Membership Services User

Dietails Related

» Click on pencil icon and
Uncheck ‘IsActive' checkbox

“ Membership Information

Click on Save = ’ -
Now, you will be able to . 5 e
deactivate Volunteer “-
applicant record m
MJ 4 I'rl-rl-d|
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