
 

 
 

 
 
 

 
 
 

 
CityServeX “Box” 

Resource Coordination 
POINT Visual Reference Guide 

 
 
 

 

 
 



 

Resource Coordinator Policies & Procedures for Volunteers 

Get Set Up. Sign Up. Show Up. 

This document outlines the policies and procedures Resource Coordinators follow on the POINT 
platform, from creating an account through applying, scheduling, serving, and logging hours. 
Resource Coordinators should follow these steps in order when getting started, and return to 
individual sections as needed once they are actively serving. The Resource Coordinator will 
create the account (name, email, password) and complete the application; this is one 
seamless process. Once that is done, they can complete the profile and verify their account. 

Step 1: Creating a POINT Account / Claiming your account 

Policy: Every Resource Coordinator must have a POINT account before beginning the 
application process. Resource Coordinators will either claim their account via an invitation email 
(the most common path) or create an account when starting the application through a specific 
application link received from the Site’s Care Champion.  

Procedure — Claim Account via Invitation Email: 

1.​ Check email provided for an invitation from POINT. 
2.​ Open the message and click “Accept Invitation in POINT and complete an application.” 

(see Step 2) 

​​  
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​​  
3.​ After submitting, return to email to verify the account for security.  
4.​ Once the application is complete, the Resource Coordinator can complete their profile 

and verify their account. 

If the invitation email is not visible: 

•​ Check spam/junk folders. 
•​ Search for “POINT” or “noreply@pointapp.org.” 
•​ Ask the coordinator to resend the invitation if needed. 

Procedure — Create Account via Application Link: 

1.​ Acquire application link from Care Champion and travel to the web address  
2.​ Complete the sign-up form with an email address and first and last name. 
3.​ Click “Sign Up” and proceed through the application (see Step 2). 
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Step 2: Completing the Application 

Policy: Resource Coordinators must complete every stage of the application, including a “Let's 
Talk” conversation with their CityServeX Site Leader, before their application is approved. 

Procedure: 

1.​ After verifying their email, the Resource Coordinator will be redirected to fill out the 
application.  

2.​ The Resource Coordinator will proceed through the steps, completing every section 
before advancing. Once they reach the “End of Application” section, they should press 
Next to proceed   
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3. The Resource Coordinator should look out for an email stating that the application has 
been approved.

 

Note:  There will be a “Let's Talk” stage where the Resource Coordinator connects with their 
CityServeX Site Leader for further discussion before application approval. 

Once an application is approved, the Resource Coordinator will be able to sign up for Resource 
Coordinator shifts on POINT. 

 

 

 

 

 

 

 

 

 
7 



 
Step 3: Completing the Background Check 

Policy: If a site requires a background check, POINT will prompt the Resource Coordinator 
automatically, and the check must be completed before the Resource Coordinator is cleared to 
serve. 

Site-Specific:  This step is determined by the site's Care Champion. A site may choose to use 
a different background check provider, in which case the Care Champion will provide 
alternative directions or not require background checks at all.  

Procedure: 

1.​ In the Dashboard under Requirements, select Background Check. 
2.​ Click “Start” to be redirected to the secure background check portal (e.g., Checkr, 

Sterling, or the organization's provider). 
3.​ Enter personal information and consent to the check. 
4.​ Submit and return to POINT — the system will automatically update the Resource 

Coordinator's status once results are received. 

Tracking Status: 

•​ Pending: Background check has been submitted and is processing. 
•​ Completed/Approved: The Resource Coordinator is cleared to volunteer. 
•​ Needs Attention: There is missing information or a form that must be re-submitted. 

POINT will notify the Resource Coordinator by email when the background check is approved. 
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Step 4: Choosing a Shift to Serve Regularly 

Policy: Resource Coordinators sign up for shifts through POINT. Resource Coordinators who need 
a shift time outside of what is listed should contact their Care Champion to request a custom 
shift. 

Procedure: 

1.​ Sign into pointapp.org — under My Organizations, select the CityServeX site. (Accept 
the invitation for the site if not done already)
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​​ 

2.​ Select the event to see full details of the Resource Coordinator shift. 

 
3.​ Click “Go” in the top right where it says “Sign Up To Volunteer.” 

​​  
4.​ Select the shift to attend. 
5.​ Resource Coordinators have the option to select more than one shift after selecting Next. 
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●​ “Sign up for multiple shifts > Select the day> Select the frequency > “Select 

Dates” > Select the Shift > “Finish Selecting Dates” > “Confirm” 
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6.​ Confirm the shift(s). 
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7.​ Sign up for SMS notifications if desired. 

 

Custom Shifts:  If a preferred shift time is not listed, Resource Coordinators should talk to their 
Care Champion about setting up a custom shift. 

 

 

 

 

 

 

 

 
 

14 



 
Step 5: Checking In for a Shift 

Policy:  POINT automatically checks you in once you have signed up for a shift(s).  No check-in is 
required.  Use the following directions ONLY if the automatic check-in did not register your hours. 

Procedure: 

1.​ Either find the check-in link in the reminder email or receive the link from the site’s Care 
Champion. 

2.​ Locate the check-in station: 
◦​ Scroll to the bottom of the shift under “Event Details”. 
◦​ Click on the URL underneath Step 1.
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▪​ Confirm the check-in station is specific to the site being served.

 
▪​ Type the Resource Coordinator's name into the search bar. 

◦​ The shift should populate if the Resource Coordinator has signed up (the shift will only 
populate for check-in 24 hours before the start time). 

 

Tip:  Resource Coordinators are encouraged to favorite the check-in station on their browser. 

Finding the Site-Specific Check-In Link:  Resource Coordinators can ask their Care 
Champion for the link, find it in the opportunity description, or refer to the reminder email sent 
before their shift. 
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Step 6: Submitting Extra Hours 

Policy: Hours performed outside of a scheduled shift must be logged manually in POINT and are 
subject to approval by a CityServeX Site Leader. 

Procedure: 

1.​ Click “Add Hours” 

. 
2.​ Select the proper site location in the Organization tab.

 
3.​ Fill out “What did you do?” 
4.​ Add the Start Date, Start Time, and Duration. 
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5.​ Click Add. 

 
6.​ A CityServeX Site Leader will approve the hours. 
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Step 7: “Calling In” for a Shift or Changing the Date 

Policy: Resource Coordinators who cannot attend a scheduled shift must cancel their registration 
in POINT as soon as possible so the spot can be filled by another volunteer. 

Procedure: 

1.​ Go to My Registration. 

​​  
2.​ Select the shift to be canceled. 
3.​ Click “Cancel” 

 
4.​ Select the shift time > “Next”  
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5.​ Select Dates (Select “Select All” if canceling all shifts) > “Next”

 
 

6.​ Confirm cancellation. 

 

This helps free the spot for another volunteer. 

 

Note: To change the shift, first cancel the original time, then sign up for the new desired 
time.  
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Need Help? 

Policy: Resource Coordinators who need assistance at any point should reach out through one of 
the support channels below rather than leaving an issue unresolved. 

Procedure: 

If further help is needed, Resource Coordinators can contact: 

•​ support@pointapp.org 
•​ Use PIP (POINT chatbot) — a real human (Kate) is available M–F, 9–5 EST. 

◦​ To speak with a live attendant, simply ask the chatbot  

◦​  
•​ The City ServeX Care Champion. 
•​ The CityServeX POINT Liaison. 
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