elvanto

Instructions for Rosters

Contents
INSErUCTIONS FOI ROSTEIS ...ttt e e ese e e sn e sneennee e 1
Changing YOUI SCHEAUIE .....cccueeiiee et e e e e e et e e e e r e e e e s nnae e e e ennrenas 2
Creating a SWap Or Replace REQUEST......cuviiiiiiiee ettt et e e e e e e e eaeeae e e eees 2
Requesting SOMeoNne t0 REPIACE YOU......ceiiiiiiie et 2
Request SOomeone t0 SWap WIth YOU ......ciiiiiiiiiiiec e s 3
UNSUCCESSTUI REQUESTS ..eeiiuiiiiieeiiiiee ettt ettt st e s e e s saab e e s s sabae e e e snsbaeeeenanneeas 4
Viewing the roster in the MemMbEer area........covvvviiiiiiii e 4
UpPdating AVAIlabiliTy ....ceeeeiiieie et s s e e e s e e s aae e e enes 4
Yol o 1=Te [U1 T Tl o =] =T =T ol TSR 5

We are aiming to complete rosters on a monthly basis and send out the roster via email to those
who are scheduled.

Message

I have rostered you for one or more services, from Sunday 28 February to Sunday 28 March. I hope the date/s suit you!

When you receive an
email like this you will

have the opportunity to _ _ _ ! _
. If you login to Elvanto yvou can view the full roster, however it is also attached as a PDF. Now that a number of services are rostered, you
dacce pt or deC“ne the should also be able to make swaps after logging in.

It will really help me if you could indicate your availability by using the button below to respond. (There may be a couple of buttons, if
vou're on multiple services.)

d ates VOU h ave b een Thank vou for your patience as we continue to werk on getting to know this new system.
rOSte red for- As always, please contact me at the office if you have any questions or concerns, or if I can help in any way.
Blessings.

Keryn Middelmann
St Paul's Box Hill

If you do not respond a SE—

follow up email will Organ Streamed Service
a uto mat|ca I Iy rem | nd you Service Coordinator Worship / Preparation
2 d ays Iater. Service Times

o 1030 10:30 AM
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Once you have confirmed

your dates, you will TR R

receive reminder 4 days Contemporary Service
before your rostered WGt e W P
d ate . Service Times

o 1030 AM

.
If you have any queries

please contact Keryn M e
or Ste E ha n | e N . Organ Streamed Service
Service Coordinator Worship / Preparation

Service Times
o 10.30| 10:30 AM



Changing your schedule

As a volunteer, you're not always able to fulfill all your roster requests. Elvanto allows you to
request other volunteers to replace you or to swap with you.

Creating a Swap or Replace Request

You can arrange for a swap using Elvanto up to 2 days before the service you are rostered for.

To create a swap or replace request, first, you must find a position you are scheduled on your
Roster. Once you’ve found the position click on the red cross next to your name. Note, the green
tick showed below will not appear if you’ve already confirmed.

Sunday, 2 July

5:30 pm Sunday Night | Broadbeach

Worship Leaders
Adam Peck [ E3 —

After this, choose if you’d like to request someone to ] »
swap your schedule with theirs, or request someone Decline Position X

to replace you.

What you would like to do?

Requesting Someone to Replace you Swap
Find a volunteer to swap with
When you select the ‘Replace’ option, a list of
available volunteers who can serve in the chosen Replace
pOSition and at the same service will appear. Find a volunteer to replace you

Decline

Decline position and notify your leader




Replace

I

Choose People Check AlL | Uncheck All
Casey Bailey

Hannah Becker

Gary Boyd
Armand Clark
Aaron Morse

Aretha Saunders

Close Send Requests

Simply use the checkboxes to select the volunteers you want to send the request to, and click
the “Send Requests” button. The chosen volunteers will be notified of the request and they’ll be
able to either accept or decline. Once a volunteer accepts you will then be notified, and other
volunteers who haven’t responded yet will be told that the request has been fulfilled.

Request Someone to Swap with you
When you select the ‘Swap’ option, a list of similar services you are available for will appear, as

well as the volunteers that are scheduled on the same position as you. By default, all services
and all volunteers are selected.

X

Choose Services Check All | Uncheck AL Choose People Check AlL | Uncheck AlL

Sunday Night Aaron Morse
Sunday, 9 July, 2017 5:30 pm

Sunday Night Aretha Saunders
v
Sunday, 16 July, 2017 5:30 pm

Close Send Requests

You can, however, choose to only swap with a particular service if desired, and the list of
volunteers will change. Below the scheduled volunteer only wants to swap onto a particular
service, and only the volunteer scheduled on that service appears in the list of people.

Choose Services Check AlL | Uncheck AL Choose People Check ALL | Uncheck All

Sunday Night Aretha Saunders
Sunday, 9 July, 2017 5:30 pm

Sunday Night
Sunday, 16 July, 2017 5:30 pm

Close Send Requests



Unsuccessful Requests

A request to swap or replace may be unsuccessful at times if all volunteers decline. An email will
be sent to you when that happens. This could be due to one of a few reasons.

¢ The request was cancelled automatically as it’s occurring soon and you’ve run out of time

to organize a swap request.
e All volunteers declined the request.

In these cases, you will need to organize your own swap or replace or talk to your leaders for
help.

Viewing the roster in the member area

When you login to Elvanto you can see the whole roster as well as your dates.

Change the view from my schedule to upcoming services depending on what you would like to see
by clicking on the blue Change button

Click other service days/times to see who’s on.
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Upcoming Services

Sunday, 21 March

R:30 AM Organ Streamed Service | Lent § m m

A\ Loffler, Keren - about 1 month ago 8 February, 2021
{/ All Departments

Sunday, 21 March

Organ Streamed Service | 8:30
AM

Contemporary Service | 10:30
Am

-N2han Hedt instaliation (service time toc)
Sunday, 26 March

Contemporary Service | 8:30 AM
Plan

Organ Streamed Service | 10:30
AM

Thursday, 1 April

Worsliip

Prepafation

Maundy Thursday | 7:30 PM Pietsgh, David Service Coordinator

Church Preparer

Friday, 2 April Jonef, James
Good Friday | 8:30 AM Usher

Good Friday | 10:30 AM Cojfyer, Jan Usher

Sunday, 4 April liert, Jane

Welcomer

Welcomer

Easter Sunday - Dawn Service |
£:30 AM

Cramer, Karen Altar

Contemporary | 8:30 AM Production

Westhorp, Peter Camera/Recording
Sound

Organ Streamed Service | 10:39
AM

Pidakala, Sherley

Sunday, "
Deayton, Hilary Projector Operator
Contemporary | 8:30 AM
Senvice Support -
Nraan Straamad Qarvira 11n-2n b
Show all x
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Updating Availability
You can enter dates you or your family members are unavailable by selecting Unavailability and

choosing whether the dates are applicable to just yourself, all your family members or particular
family members.

You can enter dates you and your family members are unavailable up to 10 days before a Sunday.



St Paul's Box Hill

Submit Unavailability
Start Date End Date
16 03 202 16 03 202

Me Time
# Edit Profile 2Dy
] Profile Picture Repeat Location
& Privacy Seftings Do Not Repeat All Locations
$ Giving
# Family
& Groups
i Needs

Submit for myseif only

O Prefetences ‘Submit il family members

Don’t forget to
click on the green

" © submit selected family members
Volunteering

Nidenko, Stephanie

1 Roster .
B N submit button!
Nidenko, Isabelle
Nidenko, Sam
Social Login Nidenko, Zoe

K Link Facebook
G unlink Google

Security

The Add button is for when you have more than one date/date range you wish to mark
unavailable.

Scheduling Preferences
You can enter scheduling preferences for each role that you volunteer in.

My Profile / Volunteering Preferences

Preferences

Upto unlimited ~ services per month

Upto unlimited ~ Services per day

Me

# Edit Profile

8l Profile Picture Departments

& Privacy Settings

$ Giving

& Groups | As often as needed > !
ik Needs

As often as needed
Times per month
Weeks between serving

Instruments

& Preferences

Weeks of the month As often as needed -
Volunteering
£ Roster - Child, Youth & Family Ministry

Scheduling Preferences

As often as needed *
@ Unavailabiiity

FISH
Social Login As often as needed -

K Link Facebook
G Uniink Google

Security m



