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This step by step guide is a quick, visual reference to help
you manage your team within the ServiceReef platform
and hopefully answer any questions you may have
regarding navigating ServiceReef.
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Managing Your Team in ServiceReef

Through the My Dashboard feature, you

have the ability to do the following:

¢ View registrations and applications

* \iew incomplete registrations

e Track group and individual fundraising
¢ Send group and individual emails

¢ Schedule team meetings

¢ Schedule team retreat

o Keep track of task and task deadlines
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Accessing Your Trip Page

After logging in to ServiceReef, click on My Dashboard at the top of the screen (shown on previous page). A screen will
pop up displaying trips you are connected with, whether as a leader or participant. Look for the Opportunity name (trip
name) associated with the trip you are leading. Once found, click on the blue “Expand” hyperlink underneath the trip

name.
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Once the screen expands, click on Manage Opportunity to the right of the screen. This will open the trip Opportunity
Dashboard allowing you to see participants, outstanding approvals in queue, money the team has raised, upcoming

meetings, and outstanding tasks.
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Managing the Participants

From the Opportunity Dashboard (below), you manage applicants and participants by clicking the “View All Participants”
hyper link under the Participants box.
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A Participant dashboard will display. From here you can see anyone who has been approved for the trip, those who are
pending approval, individuals who have been declined, and incomplete applications.

Awaiting Approval - an individual has applied but not been approved. Status is yellow.

Approved - you have reviewed the application and advised Missions Logistics you approve the applicant. Status is green.
Denied - a registrant is not approved. Status is red.

Incomplete - the potential participant has either clicked on Register for a trip and decided not to move forward or has
started the application but not finished it. Status is blue.
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Finding the Application

When there are individuals waiting on approval, you will review their application to ensure they are a good fit for the trip. To
find their application, click on their name and an Application Dashboard for that individual will pop up. You will see the
Awaiting Approval highlighted in yellow at the top of the page. Scroll to the Application section and select the blue
hyperlink showing “Show/Hide Answers.”
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Viewing the Application

The mission application questions and answers will display. As you scroll down the application you will see questions
specifically requesting information to help you discern if this person might fit your team. Always feel free to call or have
coffee with them to get to know them if they are unfamiliar to you. Once you make the determination on the individual, reach
out to short-term missions and advise you approve or decline the individual. If approved, their status will move to green. If
declined, the status moves to red. The system will automatically send an email advising the applicant of their status.
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Participant Dashboard

From the Participant Dashboard, you can see the percentage of funds raised for each person (a huge help as the half funds
deadline approaches), how much money each has raised, how much they have left to fundraise, how many tasks have been
completed, their application status, and an “Actions” button. You can use the Actions button to send emails to invididual
participants.
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Getting Back to the Opportunity Dashboard
To get back to the trip dashboard, look to the navigation tool on the left and click on Dashboard. This directs you to the trip
specific dashboard.
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Member Profiles

As a team leader, you have temporary access to your team’s Member profiles. This allows you to make notes and upoad
forms if the team members are encountering difficulties. The following screen shots will provide step-by-step instruction on
how to access these items.

From the Opportunity Dashboard, access the Participant Dashboard. From this screen, you may send individual emails to
team members via the Action button. Note: these emails are NOT saved in the ServiceReef platform but you can copy and
past them in the Notes section..

In order to access the profiles, your logistics liaison will need to add you as a Coach. Once this is done, you will have access
to add notes, upload forms, etc. At the conclusion of the trip, logistics will remove you as a Coach.

Click the name of the participant whose profile you are accessing. This will pull up their Application Dashboard.
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From here, click on the image/avatar next to their name. This will pull up the member modal.
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This is an example of a Member Profile. If someone has a passport which may be expiring, it will appear in red under the
person’s name. This will help you know who needs to renew. In addition, ServiceReef will send them emails advising how
soon the passport will expire.

The items in the modal you will find useful are as follows.

Coaches: these are the team leader(s)

Forms: this is the trip application.

Files: all forms the team member as uploaded for all trips they are been part of.
Notes: where you can see any notes logistics has made or where you can add notes.
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Files

This section shows every form the participant has uploaded for any trip where they have served. As a team leader, you have
the ability to upload files for them if they are having troubles. You can also download files if needed when on-field (with
access to wi-fi).
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Notes

Within notes, you can see if logistics has sent a Volunteer Application, a MinistrySafe link, if they have submitted a
participant for trip clearance through Safety & Security, or any additional information they have posted. You may enter any
notes or communications you deem pertinent.

This is a great place to make note of someone you see who might be a potential leader!
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To make a note, click Add New Note and the Admin Notes box will display. Simply type in the year and trip name - very
handy if someone goes on multiple trips - and your note. You may also attach a file if needed. Save the note and the
system will time and date stamp it.
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Message Sender

From the Message Sender feature you have the ability to send emails, texts, or both to your entire team. You can also

schedule emails to go out every week with fun facts about the city/country, what to pack, interesting details about the
partner you will be visiting or general information.
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Meetings

From the navigation tool, click Communications and select Meetings from the drop down menu. You can schedule your

first team meeting, or meetings, from here as well as your team retreat. The information will populate on the dashboard of
each person on your team.
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Tasks Grid

Everyone on a team has tasks they are required to complete. These may be forms, vaccinations, uploading a passport, etc.
For the team members, all the tasks are displayed on their trip dashboard with a deadline and a place to upload any
completed forms.

For you, the team leader, monitoring team progress through the use of the task grid is a breeze. It provides a quick
snapshot of who has and has not completed their tasks.

To access the task grid, use the navigation bar, click on the Tasks drop down menu, and select the Task Grid link. Click on
the link and the grid will display. As items are completed, the buttons will turn green.
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Notes




