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Manage Your Site. Support Your Volunteers.

4.0 POINT is the volunteer management system CityServeX offers to sites as a tool for
onboarding and tracking volunteers. Its primary function is to keep track of volunteer onboarding
and volunteer hours. This document outlines the policies and daily procedures Care Champions
follow to manage their site on the POINT platform.

POINT
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Accessing the POINT Platform

4.1 Policy: Care Champions must access their site through the correct Admin View before
performing any administrative action on the POINT platform.

Procedure:

Log info your account and navigate to "Admin View."

o

POINT B - «
— N & Manage Account

+ AddHours Hi Kaitlyn ./ We're your starting point to =
My Networks © MY UPCOMING EVENTS ¢ O oot

vvvvv

LET'S GETYOU SETUP:

Q

My Organizations
A5 TheAll
vvvvv o con © Bam-9bM (O Mutlasits

© Hom Connect People to Resources Connect People to Resources
A Notibeat @ VirtuslEvent @ VinalEvent

otifica
O volumteer  Ofmemimesenin - om Unite Yaespots emn Unite i 1265pots
I3 My Registrati © Yourregstration aporovalis pending: The © Yourregistration approval s pencing:The
22 Activity before you'o good tovolunteer. before youre good tovolunteer.
O Nonprofits
98 Causes MYIMPACT

m

© HousVolunteered

Choose the correct site.
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Maintaining the Organization Profile

4.2 Policy: It is the Care Champion's responsibility to keep site information up to date on the
POINT platform for volunteers and for individuals seeking services.

Procedure:

Navigate to "Organization” > "Profile” > "Edit" (the pencil icon).
POINT prossiorami s

Siserx - Organization Profile 20

NNNNNNNN

do more good

© 601 Market Street #a71034, () +1925330 5577 @ ®
Celebration, FL 34747, US

Integrations

O Messages
Apout
23 People

Citysen . Atourcore, 1
) Opportunities v mission: ° B
o

A Trarkinn

Update relevant information.

) Civservex v Edit Organization Profile < Bk J
YD)
B — 'ORGANIZATION LOGO
QHome NG e
o 6 e 9a5K8
Tasks
a5 ] V) (2]
& Notifications
O Organization ~ BACKGROUND IMAGE
rofis pofy POINT miimum
Programs

Upload Image

NETWORKIMAGE
Recruitment Tools

Integrations
O Messages
23 People

© Opportunities

A Teackinn

o

Be sure to "save."
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Managing Admins and Owners

4.3 Policy: If anyone on the Care Champion's team needs Admin or Owner access, the Care
Champion can add them through the site's Admin section. Owners hold greater permissions than
Admins and this distinction should guide who is granted Owner status.

Procedure:

Add "Admins" > "add the contfact you want” > press the three dots to foggle their stafus
from Admin to Owner.

or Urieeli v Admins [+ saanamn [0 ]
NNNNNN #

~

( ickAdd arch for admins or owners
Home

Note: Owners have more permissions than Admins, specifically the ability to edit the
organization profile, change admin roles and permissions, access the embed code for the
POINT website integration, change subscription/billing plans and seftings, change the
organization's volunteer join settings, and update the Volunteer Hour Staf (used to calculate
the organization's economic impact).
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Adding and Importing Contacts

4.4 Policy: New volunteer contacts must be added using the invite-to-claim process so
volunteers create their own POINT account and complete the application directly.

Procedure:

Navigate fo "People” > "Contacts” > “Create Confacts” > “Add New Contact” or “Quick
Add Multiple Confacts"

POINT KaitynNoraan
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ -
@gerr - Contacts » o
) ) ckd New Contact
( + Quickadd ) Contacts 3 Avchived 3 Cuick Add Multple Contacts
—— . : Imperta SV
O Home [ mer | [ soes . Qsearn Contacts
© Tosks
8 1 contact records
& Notifications
O Organization O FullName /Email © Age  Address Hours Join Status © Access Level © Actions
) Messages 7 A o 2 Claimi a [
23 People
Applications 5 Benlomond.CA O & Claimed a publc [
Contacts
& Claime: bl
Groups 68 NjA oh Claimed a Publi (=]
Background Checks N -
O @ tesemnres % N on & Claimed & publc (=
&) Opportunities o tJ
® Tracking r
°© o © A on & Claimed & Public + (]
8 settings .
& A on & Chaimed & priate v
1B Subscr
B B - - o~

Be sure fo select "Create confacts and invite them via email to claim their POINT account”
before inputting the email address for the volunteer/s.

J

Availability

{ Select v ‘

() Create Contacts only
You can always invite volunteers later.

@ Create contacts and invite them via email to claim their POINT account

Volunteers will be invited with "Private Access". You can always change it later.

Add Contact and Invite

=)

View more about invite emails (3

> Once selected, the volunteer/s will be prompted directly from their email to create an
account and complete the volunteer application.
The only required information is First and Last name and email address.
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Note: They will be prompted directly from their email to create an account and complete the

volunteer application. Select the Create Contacts button before inputting the email address
for the volunteer.
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Organizing Volunteers via Groups

4.5 Policy: Care Champions need to organize volunteers and track where they are in their
onboarding process. They can utilize Groups to do this.

Procedure:

Utilize groups to categorize volunteers. Care Champions can choose how they would like
to do this. The site is set up for Care Champions to move volunteers into a “Trained &
Ready" column once through training.

POINT

(/s B - Groups

CityServeX General Application Trained & Ready
23 People ~ O members Bmembers O members

Contacts
Groups
Background Checks

€3 Opportunities

& Tracking

£ Settings
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Managing Daily Tasks and Applications

4.6 Policy: Care Champions must stay up fo date on volunteer activity by reviewing the "Tasks"
section of the POINT platform daily.

Procedure:

Review new applications.

e (qenorT:\ . » Pending Review Version 26 - 06/30/2026 (23 days)
Seneral Application

STAGE Introduction

© = Introduction Status Complete  Completed 06/30/2026

© [ Tellus more about you A
[ See Content v/ J
© = Review the Description
Confidentiality and Non-Disclosure
Agreement

Consent to Possible Background
2 B Creck

o=
© = Let'sTalk

© = Endof Application
» © @ Admin Review

Internal Note

|

Review the stages using the buttons at the bottom and “See Content.”

o

Tip: This pause is a great opportunity to reach out to the volunteer and set up an interview, if

one has not already been scheduled.

Once confident in moving the volunteer forward, "Approve and Advance” them.

After completing the application process, the volunteer will have all required paperwork
finished, including the application questions, jolb description, and confidentiality
agreement.
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Approving Volunteer Hours

4.7 Policy: Volunteer hours are submitted to the Care Champion for approval. The Care
Champion is responsible for reviewing and approving hours via the "tasks" section of the admin

page.
Procedure:

Navigate to "Tasks" > "All" or "Hours"
Review the content and either "Approve”, "Deny", or "Edit"

» Tasks

Date Hours Full Name / Email ‘What did you do Actions.

Juil23,2026 h o Kaitlyn Scheitler Self Submitted: Helped a partcipant (oo (7
3PM-4PM (EDT) Future . get alocal food pantry [oeny | (2]

o ﬁ

o When a volunteer submits hours, an email notification will be sent to the Care
Champion's inbox.

You have hours to approve (Exemal) inbox x (=]
POINT <no-reply@pointapp.org> 13TPM (6 minutesago) Yy @ €
tome +

POINT 6 x @

Hey, there!

Kaitlyn Nordan submitted their volunteer hours with CityServeX through

POINT & put you as the contact to validate their hours. Thanks for doing

more good in our community - you are appreciated.

Kaitlyn Nordan says they volunteered with CityServeX for 01:00 hours
with activity "Helped a participant get connected to a local food pantry".
All you have to do is click the link below to verify or edit these hours!

» Approve Hours

POINT is an all-in-one volunteer solution. Check out the free features we
offer for nonprofits here.

888-INFO-CARE
info@cityservex.org

1

601 Market St. #471034
Celebration, FL 34747 © 2026 CityServeX




vy

e
e ¢ 7 \/~ N
7] z!/v'__m:
&2

@ltiServe ¢

EVERYDAY. ALL. MNisf) Volu‘ntéér
\\9:/{ o Maéxagement

ystem

Managing Events and Shifts

4.8 Policy: Care Champions assign volunteers to their shifts. Volunteers are automatically signed
up for shifts once assigned. Care Champions are responsible for ensuring shifts are available to
match volunteer availability.

Procedure:

"Opportunities” > "Manage Events" > "View Volunteers" > "Actions” > "Assign Spots".

ClySarvaX v ist View ndar View reate Event
e Manage Events - [
+ Quickadd )) Upcoming 1 Past 1 A2
Q Home [ Sortoy Recommended v Qsearch Events
© Tasks o
& Notifications TN e s (s mon e Cwe e Cm s s wowme we e s s von e
23 24 25 26 27 28 29 30 3N 1 2 3 4 5 6 7 8 9 10 1
O Organization v O A - S A R S-S S - S AR S S Y
O Mossages Connect People to Resources 2 0 a aonv

23 People v & O Ceeration, FL

. N 2 5]
© Opportuniies € Tho,Jul23rd, 2026 o o P
Manage Events © 8Am-9pM(EDT) e g
EventsTemplates  sarromes

Check-In Stations

shift1 shift2
Active Clock-ins
o /
& Tracking v sav-oam T oavenam Creaed
8 Settings v shift3 Shifta
1@ Subscription
0AM-12pM
& Referrals
[T
o itpsidash paniapp og sdminisatons shift5 shift6
Select Dates Select Contacts Confirmation x
. . .
Select more dates
This event s part of , CityServeX needs hel regular basis. Save time and
pact by signing up tonce.
Select dates and shifts:
StartDate End Date Frequency
0772472026 © | osjoi2027 © | | vay v | [ selectDates
Month/ay Yesr Mo oy Your
July 2026 < Today > Select Shifts for (3 July 24,2026
12shiftrecords
s M T w T F s
() shittName
22 29 30 1 2 3 a
) sirr
o
5 6 7 8 9 o on BAM-oAM SpotsTaken
() shirz
2 B w5 18 7B o
SpotsToken
s 20
o
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If a volunteer requests a shift time that is not already available, the Care Champion should create
a shift for the volunteer:

o Choose a day that has not yet taken place > "Edit this and all following days."

&3 «kaitlyn.nordan@cityser...

(o | [hetom ~

£ Editonly this date

¢ Edit this and all following dates «
T SUN

5 26 (@ Duplicate

JuL
£ Create Template from Event

@ Cancel this event
@ Cancel this and following events

© Remove this event

Remove this and following
events

o Go to "When and Where" and scroll down to find “Add Shift."
o Fill the shift information out according to the hours the volunteer wants to serve.

shift9 7
© Fiuizan 2026 @ 4PM-6PM(EDT) (D 2h & 25pots

Shift 10 z
© FriJul24th, 2026 (D 5PM-7PM(EDT) {D2h & 2Spots

shift 11 P
© FriJu2e 2026 © 6PM-BPM(EDT D20 | & 25pats

Shift 12 Y
© FriJu26h2026 © 7PM-9PM(EDT) D 20 | & 25pots

» + Addshift

<D Sum of shifts duration: 1d

How many people can come?
Spots
2

o]

< Repeat Settings @
o e twill epeat:daily unti May 31,2027

& This event il

888-INFO-CARE
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Tracking Volunteer Hours

4.9 Policy: Volunteer hours must be tracked accurately, whether logged by the volunteer or
added manually by the Care Champion.

Procedure:

Tracking Volunteer Hours:

Navigate to "Tracking" > "Hours"
Here the Care Champion will see when volunteers have served

ronvi @ ot orsanaciyser

Q Search by Contact Name | & exportcsv

3 Settings

I@! Subscription

888-INFO-CARE
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Adding volunteer hours manually:

Press "Add Hours".
Select "Contact”.

Selid "Add".

Add Hours x

If your volunteer signed up for an opportunity on POINT, then their hours will automatically
be added to their record once you check them in. For all other volunteer activity, use this
form to add the hours to your account.

Contact Name *

* + Select Contact

Program

~+ Select Program

Start Date * Start Time * Duration *
07/23/2026 ] { 03:11PM (EDT) (O] ] o } o ]
Month / Day / Year Hours. Minutes

@ End: 07/23/2026 at 3:1 PM

Comment

info@cityservex.org
601 Market St. #471034 Sel' ve
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Setting up Checkr Integration (Optional)

4.10 Policy: POINT's chosen background check software integration is with Checkr. If the Care

Champion chooses to utilize Checkr, they will need to set up the integration themselves through
the POINT system.

Procedure:

Navigate to "People” > "Background Checks" > "Set Up Integration”

The Care Champion will need to select "Create a new Checkr Account” or "Connect an
existing Checkr Account” based on the site's status

Follow the prompts through the Checkr site

POINT Kityn Nordan ©
nnnnnnnnnnnnnnnnnn
oy Yrite e - Background Checks
( + Quickadd )
@ onboarding @ Background Checks
@ Tasks )
B Integrated background checks
£ Notificati
Background checks can be ordered per individual, group or
O Organization v gi —savingyou
D Messags
eeto ind check partner Checkr. Checkr is the

23 Peopl tion for

Applicatior @ Uber, Lyft and Instacart

Contacts —

Set Up the Integration ‘ Background Check Pricing
6 Opportunitie: v
& Tracking N More About Background Checks
& Sottings . With POINT and Checkr' you'lbe abl adetailed history on any of your volunteers including a national criminal
o earch, sex offender search, motor vehicle record, and more. New to running background checks? Here's some Background Check Basics.

1@ Subscription

Configuring Background Checks in the Application Process

Policy: If a Care Champion decides not to use Checkr, they may instead configure the volunteer
application to guide volunteers through an alternate background check process.
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Procedure:

Edit the application to add a pathway for conducting background checks:

Navigate from “People” = "Applications” > "View General Application (eye icon)" >
"Actions" > "Application Settings" = "Application Flow" = "Create Draft Version" = "Add
Stage" = "Custom Content".

» Custom Content @J

You can also add custom content to the application process. This can include an ion of whatit's ke hyour organizati
links to webpages or videos they should review, and Documents (like a Volunteer Manual). Candidates will check a box saying that they've reviewed
the content.

Name of Content *

[ Watch the Training Video

Instructions for Candidates *

Nomal ¢ B I U S AKX E= & K

Total characters: 0/10000 Visible:O Formatting: 0

[ + Upload Document J [ Select from Library

‘ (3 saveasDraft ‘ [ ® Preview & Application Settings %
o

Fill in the information fo guide volunteers to whatever background check process the Care
Champion has chosen (insert a link for volunteers to register for background checks, or
insert a set of instructions for volunteers to complete).

Note: The Custom Content stage requires volunteers to check a box stating they have

completed the content described before moving on in the application.
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Managing Volunteer Profiles

4.11 Policy: Care Champions should use each volunteer's profile as the source for their application
history, activity, documents, and group assignments.

Procedure:

From Contacts, click into a volunteer's profile.

POINT o Komeran .
nnnnnnnnnnnn et
73y -~ Contact Profile o || meons v |
( + QuickAdd ))
RogerValci - © Created Oct 23, 2025 0438 PM (EDT)
© Home joinStatus:  AccessLevel:  Automatic Updates:  Admin messages
OCaimed &Pt~  OSubicrbed 0 Subscribed
© Tasks o
£ Notifications
O Organizati .
Detaits Opportunity Activity Ho Notes  Intemal Documents Volunteer Uplosds More v
(O Messag v
&3 People ~
PERSONAL INFO [ ] Noactiityyet Om o
Appiications —
[— & 59yearsold 2. Autendance © Total Hours £ Opportunities
Groups & Notselected
Background Checks.
Groups + Addto Group
6 Opportunities N
omms v [ comenm [ —
General Appication
® roger@cityservex.org Q App!
8 settings .
0 19253305577
11 Subscription
o © 914 Spring Park Loop, Kissimmee, FL
Por—

Here you can:

> View application answers.

o View activity and hours served.
o Store and view documents.

> Organize volunteers by groups.
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Configuring Site Settings

4.12 Policy: Admins and Owners have the ability to change site settings. Because notification
settings are account-specific, Care Champions must confirm their own settings support their
duties.

Procedure:

Email Notifications:

Email Notifications can be toggled under "Settings" > "Email Notifications"
Toggle the settings using the "on"/"off" switch

() GyserveXRush County . Email Notifications

receive from POINT. “on' or off"

C + Quickadd

© Home
@ Tosks Volunteering

Note: Toggling notifications off/on only changes the notification for the account that makes
the change. Care Champions should make sure they are properly notified to fulfill their duties.
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Getting Help With POINT

4.13 There are several options for support with POINT.
Talk to real person:
o Contfact Kaitlyn Nordan or Roger Valci . They can help you out.
o Ask a fellow Care Champion in the CSX national network.
o Join our Monday call with POINT at lom EST.
o Loginto POINT and find the chat option. Ask for Kate. She's amazing!

Search for yourself:

o Goto CSXU. Login as a Care Champion and look for stop O4. There is a ton of PDF's,
Fast Fact sheets and YouTube videos there.

o POINT has plenty of help online at https://dash.pointapp.org/admin/support

888-INFO-CARE
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Keeping Daily Operations on Track

4.14 Consistent daily use of the steps above — reviewing tasks, approving volunteers and hours,
keeping shifts current, and maintaining accurate volunteer records — keeps the site running
smoothly for both volunteers and the people they serve. Return to any section as needed, and
complete the items flagged above as this document is finalized.
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