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FEED MY PEOPLE FOOD BANK
VOLUNTEERS:

Sign-up with our new
volunteer software

CERVIS, a volunteer software program,
allows you to view and sigh-up for
available shifts, cancel shifts, receive
reminder emails & more! Flip through the
document for instructions on how to get
going with Ceruvis.

Reach out to Sara Gibson, Volunteer
Coordinator with any questions or concerns
about the new software.
sara@fmpfoodbank.org
715.835.9415 ext 101



Creating a New
Volunteer Profile

e Click on the Cervis link sent to you by the Volunteer
Coordinator. The link will bring you to a page listing
available shifts for Feed My People.
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Feed My People Event Listing & Registration
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Welcome o the Fesd My People Community Event Regiswation & Voluntser
ERIS) the Feed My

People team. The events listed below are those that stil need volunteers. To learn
more about an even, cick on the event name. To begin the registration process. dick
s button below. We

Select an Available Event/ Project Below

Office Work
Jul 30- Dec 31, 2020 (Ongoing Regisratior) Uniimicad
Faed My People Food Bank.

Warehouse Picking
Jul 30~ Dec31, 2020 (Ongoing Registration) Uniimited
Feed My People Faod Bank

Warehouse Sorting
Jul 30- Dec 30, 2020 (Ongoing Registration) Uniimited
Feed My People Food Banic

Repack
Aug 18- Oz 30, 2020 (Muttiple Times Available) I‘Jjﬁ]
Feed My Peopie Faod Bank

Cadott Pop-up Pantry

49
Aug 18- 0ct 20, 2020 (Mhutiple Times Avcilable) e
Feed My Beople Food Bari

The Brewing Projekt Pop-Up Pantry

Aug 19- Dec 16,2020 (Multole Trmes Avallable) -
Fead My Peaple Food Bank

Chippewa Falls Pop-Up Pantry

Aug 21 - Dec 25,2020 (Multpls Trmes Avalable) o,
Feed My People Faod Bank

Lakeshore Pop-Up Panty

Aug 21 - Sep 25, 2020 (Multiple Times Avaiatie) e

Faed My Peopie Faod Bank.
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e C(licking on an event will provide you with more
information about the shift.

e Repacking shifts are what we call 'typical' volunteer shifts.

e After clicking on 'Repack’' you will see all of the available
time slots. ,
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ceer, you will assist staff by repacking food in sur Clasn Room, helping

kend Kdis Meals and Emergency Bags. 2ssist with Sorting food aur Pop-Up
tore. The exact task you vill be doing will vary day to dsy depending
eeds of Feed My Peopie Foad Bank

Click here o Register

DateiTime &, Volurseers
Desai Needed
Tue, Aug 18, 2020 - :00 AM t5.12:00 P14 Clazes
Tue, Aug 182020 - 1:00 PM 2 400 PM Qosed

Wed. Aug 15, 2020- 900 AM to 1200 PM "

Wied, Aug 15, 2020 - 100 Pii 10 400 PM n

Thu, Aug 20, 2020 - 500 AM t 12200 P 12
Thu, Aug 20,2020 - 1:00 PM 3 £00 PH 12
Fri Aug 21 2020- 500 AM 01200 P 12
Fri Aug21. 2020- 100 PM 0 300 PM 12
Mon, Aug 24, 2020- $:00 AM 10.12:00 PAA 12
Mon Aug 24 2020-1:00 PM to 400 PM 12
Tus, Aug 25, 2020 - 500 AV 10 1200 P 12

Tue. Aug 252020 - 1:00 PM t0.4:00 M n
Wied, Aug 26, 2020- 900 AM 1o 1200PM n

Wied, Aug 26, 2020 - 100 Pii 10 400 PM n

Thu Aug 27, 2020 - 300 AM to 12:00 PM 12
Thu, Aug 27,2020 - 100 PM t0 400 P 12
Fii Aug 28, 2020~ 300 AM 10 1200 PM 12

Fri,Aug 28, 2020 1:00 PM 50 3:00 PM 12
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Creating a New
\_ Volunteer Profile

e Once you have found a shift you want to sign-up for, click
on the GREEN 'Sign-up' button.

e You will be directed to a sign-in screen. Type your Email
Address & First Name in the appropriate boxes and click
'Next'. The software will detect that you are a new user
and direct you to fill out a Volunteer Profile.

CERVSgnin | SiesBvenls | SavesProjects  ProsiRequsst  Conisctls

, }g Feed My People
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Feed My People CERVIS Sign in
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Create Volunteer Profile

oxa &d on the \nlnnmam/\ provised, o 1reuras indicate that you 30 fol have &
file i e enter yo reate
anen prwlew ek mezm check for a prol N under different E-mail address.
= Inicates & required feld

Voluntser Last Name:™

Volunteer First Name:™

Volunteer Primary Phone:*

Volunteer E-mail*
Confirm E-mail*

Voluntaer Alternate Phone:

Volunteer Address*

Volunteer Address Line 2:

Voluntser Ciry/Tow:
Voluntser State:
Volunteer Zip Code®

Emergency Contact Name:*

Emerzency Contact Phone:*




Creating a New
Volunteer Profile

e After a profile is completed, you will be brought back to
the shift sign-up sheet. Sign up for a shift (or more if you'd
like). You will be alerted that your registration was
complete.

e Note: After you have created your profile, Cervis will email
you a temporary password. When you login for the first
time, use the temporary password sent to you. You will
then be prompted to create your own password.
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f:r Volunteer Portal Menu - Q

Feed My People Event Registration

) volunteer Registered Successfully.

Please check your E-mail for & registration conflirmation message. If you would [ike 1o register for an additional
opporiunity, please select an event from the "Select an Available Event” section below or click "Portal Home® lor mode
PGS,

Cervis has an app as well that you can
access from your smartphone & tablet!



Accessing Your

. Volunteer Portal
~

e After logging in, you will be brought to your
Volunteer Portal Home Page. From here you can

“" do a variety of things.

o Register for more volunteer shifts

View registered shifts

Cancel Upcoming shifts

Update volunteer profile

& more
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Volunteer Portal Home

Registration Management

Register / Apply for an Upcoming Opportunity

View or Cancel Registraton for an Upcoming Opportunity

Record or Update Service Project Activity

Profile Management

@ Add Additional Volunteer to my Profile
@ View or Update Violunteer Profile Information

Report Management

o 2Ga

View or Print Volunteer Activity History

Account Management

@ Change Password




Canceling a Shift
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e |f you need to cancel a shift, click on 'View or Cancel
Registration for an Upcoming Opportunity.' Select the
shift(s) you would like to cancel and click on the 'Cancel
selected event registration(s)' button.
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Feed My People Event Registration
O oo e e o e e e e e st |
Current Registration Activity
O Event / Project Registration Information
EEIC]  wed Aug 19, 2020 9:00 AM 12 12:00 PM
ORE \mm.zmn-gm.ﬁ.umizmpm
Sara L
ORE manzmn-tmwma;mm
4 Cara L
] £]¥| mz.zwn-&mm;mmopm
P al

| Reason for Canceling (Cptional) |

| M Cancel selected event registration(s) |




Signing Up asa
Family

e |f your entire family likes to volunteer, Cervis has an easy
way to sign up for shifts as a family
e Each family member will need their own profile account
o You can add family members to your profile so the
accounts are linked
e From your Volunteer Portal click on 'Add Additional
Volunteer to my Profile' found under Profile

Management
v
V.
T
W Lsl2ly People

Volunteer Portal Home

Registration Management
k@ Register / Apply for an Upcoming Opportunity
(@) View or Cancel Registration for an Upcoming Opportunity

@ﬂ) Record or Update Service Project Activity

Profile Management

(4 i@] Add Additional Velunteer to my Profile

(!ﬁ View or Update Volunteer Profile Information

P Report Management

@ View or Print Volunteer Activity History

Account Management

o
(@) Change Password

e Cervis will automatically fill in some of the information
on the form. Repeat this process as needed for your
family

e When signing up for shifts, Cervis will ask you to select
which family member you are signing up
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Questions? Concerns?

This is a big change for FMP and our

Volunteers. We hope these changes

will make the volunteer experience
even more enjoyable for you.

If you have any questions or concerns,
please do not hesitate to reach out to
Sara Gibson, Volunteer Coordinator.
sara@fmpfoodbank.org
715.835.9415 ext 101



