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4-STEP QUICK START
FOR TEAM LEADERS

Invite Create

Volunteers

Create
Task

Account
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&  Create An Account now and you can create groups or Your Group Has Been . Tasks

: cgz:z;tsthobzl;rzmstmg group through Created
First Name y : Open To Claim Curre
Colby

volunteer Group Name: Caravan Studios _ You hay
Lagl Najge - Your Connection Code: 831652 ACGEIESK
Baker

You will receive a confirmation email Provide first aid @ wildfire

Email Address with additional information and 12/03 @
Colby.Baker@caravanstudios.ora ISEructions for connecting with %[e%liﬁ SF Emergency Response



1. CREATE AN ACCOUNT

.

e

Create An Account

' Need Help?

Create user here

&  Create An Account

First Name
Colby

Last Name
Baker

Email Address

Colby.Baker@caravanstudios.org

Mobile Number
1-415-555-1212

Password View Password Rules

Keep me logged in

Continue

& Create An Account

Password View Password Rules

Password Confirm

Keep me logg
4Bells Alerts:

Send me text messages
Send me notifications

By using this application, you agree to
the End User License Agreement and
Privacy Policy.

Continue

Give 4Bells permission
to text you.



2a. CREATE GROUP

Group Name City

WEICome SF Emergency Response Team City

your first step Address 1 Country
435 Brannan St. United States

You can be both a volunteer and an

admin of groups. So, select one path Address 2 Postal Code

now and you can create groups or Address 2 Postal Code

connect to an existing group through

your dashboard. City State, Province Or County
San Francisco State

volunteer Country Volunteer Approval

Enable approval of volunteers?

United States
Yes 3
Ccreate a group Postal Code
94107 Continue To Categories

State, Province Or County

Create group here Select a recognizable Do you need to
group name appove volunteers first?



2b. CREATE GROUP

Create Categories: target tasks and
streamline deployment by grouping

— Review

SF Emergency Resp...

Create point people and add their
contact information so volunteers know
who to contact with questions as they

volunteers by skill or geography. Team
Leads can send one task to multiple
categories of volunteers and volunteers

Details Categories Co

can be members of multiple categories. complete their tasks. AdBress 2
Select or add a new category « collrtid]
New Category Name Add United States
: Cit
|:| Foster Care / Provide Shelter San%rrancisco
D = State
California

|:| Physical Labor

|:| Serve

Transport

|:| Volunteer at Office/Shelter

Continue To Add Contacts

Select or add 3-5 categories,
to group your volunteers
by skillset or task type

Add people who

volunteers may contact

for more information

Postal Code
94107

Volunteer Approval
yes

Complete Set Up

Review your group details
and continue to save



3. INVITE VOLUNTEERS

alll ATE&T 4G 8:56 AM 1 97% [mm=:

Your Group Has Been

Cancel

Created

Subject: Invitation to Join 4Bells

Group Name: SF Emergen
Response Team
Your Connection Code: 802143

Hello,

Our organization uses the 4Bells app to
You will receive a confirmation email he|p us dep|0y Volunteers to urgent’

BN r1e!. information and time-sensitive, and location-specific
instructions for connecting with

volunteers and creating tasks that your tasks.
volunteers can claim.

ojwlelr]T]vjuli]o]P
Als|p]FlafH]J]K]|L

< BBENO00 -«

return

All volunteers will need Invite button generates a template
this code to connect to to contact your volunteers with
your group the connection code and instructions



4. CREATE TASK

Open To Claim Curre Group Current Claimed Clo
- Caravan Studios . EMT |
Add a Task Clear tree debris at group
Title shelter SlFe 12/16
group: All first responders
Provide first aid @ wildfire : : .
12/03 @ Triage « claimed by: Anna Volun
group: SF Emergency Response

Team Brief Description
0/ 3 spaces claimed

Help triage volunteers to the

Establish Shelter for wildfire correct station.
survivors 12/03 &

group: SF Emergency Response
Team

1/ 2 spaces claimed

Start Location

’ Caravan Studios e '

Team leader creates a task Fill out task detail prompts Team leader sees when
and volunteers are notified and continue a volunteer claims a task



VOLUNTEER INSTRUCTIONS

* *

Qﬁw Tasks & Task & Task

Set Up Canteen At L... Windows

Open To Claim Cur

Details Contacts Loce | Details Contacts

You h

Set Up Canteen at Lake
County Shelter 12/04

group: SF Emergency Response
Team

Volunteers can tap the
task to see more details.

Status
open

Brief Description

Establish kitchen facilities at a shelter
for people evacuated due to wild fires.

Categories
Food Workers

Start Location
Kelseyville, CA

Fnd L ocation

Volunteer reviews
details and claims
the task

Unclaim
Mark Complete
Status
claimed

Brief Description
pn test

Categories
Transport

Start Location

Volunteer marks task
complete to notify
team leader



RESOURCES FOR MORE
SUPPORT ONLINE

Support Page
http://support.4bells.org/



