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Your School and You

Goal Tracking Resource
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Introduction

Introduction

The Goal Tracking resource enables schools and parents to track a member and family’s progress in
reaching goals. In many schools, parents are asked to fulfil a certain number of volunteer service
hours per year or donate a certain amount of money through donation opportunities, scrip

purchases, and campaigns. SchoolSpeak’s Goal Tracking Resource can assist in tracking different
kinds of items:

e Time - Great for tracking service hours or volunteer hours
e Money - Useful for tracking donations or scrip sales
e Counts - Good for tracking numbers of items.

Benefits of using SchoolSpeak’s Goal Tracking resource

e Parents can monitor their own progress and can input their own data if allowed by the school.

e Administrators or events coordinators can view the member/family’s progress and easily
update hours volunteered or money donated online.

e Administrators can use categories to help organize different types of service hours/money.

e Schools cantrack a secondary item in addition to the main tracked item. For example, a
school cantrack scrip sales in two ways - how much a parent has purchased and how much of
that purchase the school receives.

e Goal Tracking can sync (connect with) automatically with SchoolSpeak’s Volunteer Calendar
resource so that as members signup for volunteer opportunities their hours can automatically
be updated in the Goal Tracking resource.

Examples of Goal Tracking Resource

Scrip Tracker - Example of scrip tracker - Parent View

Scrip Tracking
Submit | My Entries | Member Report | Family Report
Select a member: | Brown, Anthony v
Name: Brown, Anthony Display may include member name, total
Total Amount: $154.00
Family Total: £154.00 [-$346.00] to date and amount to goal
Total Amt to school: 11.5
As you purchase scrip, we will update your scrip geal en a monthly basis. If you have any questions, please contact the main
office
Date: 01/14/2016
Item: Please Select A
Comment:
Amount: $
Amt to school:
Add | | Clear
Show who added/modified the entries
Amt to
Date Item Comment Amount
school
Target )
11/23/2015  Target . $4.00 $4.00  Edit Delete
Category: Retail
11/11/2015  Local Mall $100.00 $5.00  Edit Delet: . . .
e Category: Retal ' Specific details may be displayed
11/11/2015  Sears . $50.00 $2.50  Edit Delete
Category: Retail
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How Parents can use the Goal Tracking Resource

Service Hour Tracker - Example of time tracker

Goal Tracker (Hour Tracker)

Submit | My Entries | Member Report | Family Report

Select a member: | Brown, Anthony v

Name: Brown, Anthony

Total Hours: 3 hours Member information displayed including
Funen Hours: 3 hours total hours, and remaining amount to goal

Family Total: 3 he

Date: |01/14/2016
Task: |Please Select v

Hours: l:l

Show who added/modified the entries

urs [-17 hours]

Date Task Comment Hours

11/18/2015 Lunch Duty 1 hours Edit Delete
Categery: Lunch Hours

11/18/2015 Lunch Duty 2 hours Edit Delete
Category: Lunch Hours

How Parents can use the Goal Tracking Resource

Parents can use the Goal Tracking resource to track their own progress in reaching set goals.
o Self Service capability allows parents to view their own progress to the goal and reduces the
day to day maintenance for school administrators.

e Schools have a number of options when updating the member progress.
o Schools may allow parents to update their own progress.
o Event coordinators may update via manual entry or via CSV uploads.
o Automatic updates via the resource’s synchronization functionality with SchoolSpeak’s

Volunteer Calendar resource. This will be referred to as sync.

Sample parent view with ability to update own entries

Track Family Service Time Log (Family Service Hours)
Submit | My Entries | Member Report | Family Report
Select a member: | Brown, Anthony ¥

Name: Brown, Anthony

Total Time: 17 hours View Details

Athietics: 2 hours Member can see totals

Uneategorized: 13 hours

Yard Duty: 2 hours

Family Total: 23 hours [-2 hours]

Instructions:

1. Enter date job was performed

2. From the "Task” drop down box select an Event (i.e. Golf Tournament, Yard Duty , Hot Lunch Server, etc.)

3. Under comments specify the specific job perfermed (i.e. Chairperson, Tuesday's Recess, Decoratiens Team, etc.)
4. Enter amount of time spent on the job (i.e. 2 1/2 hrs = 2.5)

5. Click on 'Add’ to save your entry.

Mate: Yo can enter o bo fius aobdac ot o b

Submit Entried:

Date Task T e —— Area that member can submit

01/18/2016_|[Auctions al ] their entries if allowed
01/22/2016 || Classroom Assistance ¥ || Il |
01/25/2016 |[Community Senvice v ‘ H ‘
]
|

[o1/27/2016 |[Field Trips gl ! The use of categories
1/29/2016 |[Fundmisng  v]| I

9

Clear
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The Parent Experience

How to view their own status

Parents may view a summary of their own goals - both as a single member and/or as a family.

1. Click the Goal Tracking resource link in the Quick links section of the group homepage. (The
administrator may have renamed the resource to something related to what is tracked, for

example Family Service Hours)

2. Parents may view their current status, amount to goal (if setup by administrator), and may see

data by category. (See below)

3. Parents may view a detailed list of their entries by clicking View Details.

Name: Brown, Anthony

Track Family Service Time Log (Family Service Howrs)
Submit | My Entries | Member Report | Family Report

Select 3 member: | Brown. Anthony v

Total Time: 17 hours View Details

With category
Report options for parents

Parents can view reports based on their own efforts.

Goal Tracker (Hour Tracker)

Submit | My Entries | Member Report | Family Report

Select a member: | Brown, Anthony v
Name: Brown, Anthony
Total Hours: 3 hours

Lunch Hours: 3 hours

Family Total: 3 hours [-17 hours]

Member report

Select a member: Brown Anthony ¥
Name: Brown, Anthony

Total Time: 17 hours View Details

[«2 hours]

Track Family Service Time Log (Famiy Service

Submit | My Entries | Member Report | Family Report

Hours

Without category

The member report shows the total number of hours or amounts for the member.

Track Family Service Time Log (Famiy Service H
Subsmit | My Entries | Member Report | Family Report
Members from @ Homestead School
Mame: Brown, Anthony

Total Time: 17 hours Submit | Edit

Total number of hours

Scrip Tracking
My Emiries | Member Report | Family Beport
Membaers from @ Homestead School

Mamg: Brown, Anthiony
Tetal Amspunt: $154.00 View
Total Anst to schosl: $11.50

Total number of amounts
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Family report

The Parent Experience

The family report shows the total hours, amounts or counts for the members of the family.

Track Family Service Time Log (Family Service Hours)
Submit | My Entries | Member Report | Family Report

Family Report

N Yard
Name Total Time  Athletics Auction Uncategorized  ° -

23 hours [-2 2 4

Brown 15 hours
hours] hours hours hours
2
Brown, Anthony 17 hours 2 hours - 13 hours Submit | E
ours
Brown, Kyra 6 hours. - 2 hours Submit | E
hours

Total number of hours

Brown

Scrip Tracking
My Entries | Member Report | Family Report

Family Report

Name Total Amount Total Amt to school
$154.00 [-$346.00] $11.50
Brown, Anthony $154.00 $11.50 View

Total number of amounts

If categories are used, data will display under the appropriate categories.

ScripTra [ Admin ]
Submit | My Entries | Member Report | Family Report | Upload | Settings
Select a member: | Brown, Anthony v
Name: Brown, Anthony

Total Time: 167 hours

Food Stores: 50 hours

Ret.
Uncategorized:

Family Total: 169 hours [-331 hours]

Total number of hours

Categories

ScripTra [ Admin ]
Submit | My Entries | Member Report | Family Report | Upload | Settii
Select a member: | Brown, Anthony v
Name: Brown, Anthony

Total Amount: $167.00

Food Stores: $50.00

Retail: $7.00
Uncategorized: $110.00

Family Total: $169.00 [-$331.00]

Total number of amounts

Note: Parents may be able to see the total hours/amounts of the other parent based on the
how the SchoolSpeak Administrator setup the family associations.

How parents can add or update their own entries

Updating their own entries

Administrators can setup the Goal Tracking resource to allow parents to enter their own data. The

option to allow a member to update his/her own entries is a decision that is made by the school

based on how much access the administrator would like parents to have. Administrators and

coordinators may adjust hours and amounts that the parent has posted. If you would prefer to have

only coordinators and administrators make entries, please adjust the resource Settings appropriately.

Please refer to the Settings section of this document.

How parents can add their own entries from Goal Tracking home page (Manual updates)

1. Click the Goal Tracking resource link on the group home page.
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The Parent Experience

Goal Tracker (Hour Tracker)
Submit | My Entries | Member Report | Family Report

Select a member: | Brown, Anthony v
Name: Brown, Anthony
Total Hours: 11 hours View Details
Lunch Hours: 5 hours
Uncategorized: 6 hours

Family Total; 14 hours [-6 hours]

Tos ows below and click the Add button. Entries will not be submitted without clicking the Add

butty

Submit Entries:

|Add | | clear

Date Task Comment Hours
03/17/2016 ||LunchDuty v 1
03/09/2016 || Yard Duty M i
03/17/2016 | |Yard Duty v 2

03/22/2016 | [Please Select
03/22/2016 | [Please Select v

|Add | | clear

2. Select the member name that is being credited with hours/amount from the Select a member
drop-down (if different from current member). By default it will display the member logging in.

3. Enter the details in the Submit Entries section and click Add.
The Goal Tracking resource will update the totals.

How parents can add their own entries from My Entries link
1. Click the My Entries link.
2. Select the member for whom you want to create entries from Select a member drop-down.

Goal Tracker (Hour Tracker)

Submit | My Entries | Member Report | Family Report

Select a member: [Brown, Anthony
Name: Brown, Anthony
Total Hours: 11 hours

Lunch Hours: 5 hours

Uncategorized.

Family Total: 14 hours [-6 hours]

Date:  |01/28/2016
Task: [Please Select v
Comment:

Hours:

|Add] | Clear

Show who added/modified the entries

Date Task Comment Hours

1/28/2016  Yard Duty 2hours  Edit Delete

3. Enter the goal details and click Add.
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Working with the Goal Tracking Resource - Administrator Functions

Working with the Goal Tracking Resource - Administrator
Functions

Administrators can create new entries, view reports based on a member or family, and upload
completed entries using CSV file. They may also change the settings (parameters that determine how
this resource will work) for this resource which will be addressed in the Setup section of this guide.

*Goal Tracking Administrator functions are accessible to SchoolSpeak Administrators and members
listed within the with EDIT/ADMIN permission for the resource.

SchoolSpeak Administrator view

Goal Tracker (Hour Tracker) [ Admin ]

Submit | My Entries | Member Report | Family Report | Upload | Settings

Select a member: | Brown, Anthony  ~
MName: Brown, Anthony
Total Hours: 11 hours View Details
Lunch Hours: 5 hours

Uncategorized: 6 hours

Family Total: 14 hours [-6 hours]

Create new entries from My Entries link

Administrators may manually create new entries for members.

1. Click the My Entries link.

2. Select the member for whom you want to create entries from Select a member drop-down

Goal Tracker Hour Tracken)
Submit | My Entries | Member Report | Family Report

Select a member: | Brown, Anthony M
Name: Brown, Anthony
Total Hours: 11 hours
Lunch Hours: 5 hours

Uncategorized: 6 hours

Family Total: 14 hours [-6 hours]

Date: |01/28/2016
Task: |Please Select ¥
Comment:

Hours:

Add | | Clear
Show who added/modified the entries

Date Task Comment Hours

1/28/2016 Yard Duty 2hours  Edit Delete

1/19/2016 Lunch Duty 1hours  Edit Delete
Category: Lunch Hours

1/19/2016 Lunch Duty 1hours  Edit Delete
Category: Lunch Hours

1/12/2016 Yard Duty 1hours  Edit Delete

1/4/2016 Yard Duty 2 hours  Edit Delete

3. Enter the event or other details and click Add.

i. Date - Date of the event or entry
ii. Task - Choose if applicable
iii. Comment - Optional
iv. Hours - For a time based tracking enters the amount of hours, for an amount based
tracking enter the amount.
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Administrator Report Options

Administrator Report Options

How to view a member’s current status using the member report

Allows administrators to view current data for specific members
1. Click the Member Report link.

e Choose the appropriate group from Select Groups to view drop-down list. You should

choose a group that includes the member you are looking to verify. By default, it will

display the group where the resource is located.

e Optional - Indicate the hours/amount in the Sign up hours/amount from/to fields to use

as a filter.

Notes:

e This option is based on the settings - when setting up the resource administrators

have the option of tracking time, count or amount. The filter will represent the

setting that was used. The administrator can input a range of amounts, count or

time (hours).

e The report can display the tracked options based on categories that have been set

2. Click Go. The report detail for the selected group members is displayed.

Select Groups to view: |4

Show members with total hours from: 2 |te|3

o v v 00D @ 2
e s§ s g es 5
g 2 El

Members from

rown, Anthony 5 hours 3 hours

Goal Tracker (1_HourTrac2) [

wso]

: ath Grade

3 hours
1 hours 1 hours
1 hours 1 hours

2 hours

Submit | My Entries | Member Report | Family Report | Upload | Settings

Submit | Edit
Submit | Edit

- submit | Edit
- submit | Edit
- Submit
- Submit
- Submit

Download

[ Email Statements ]

To email

Administrators may adjust the entries of a member by clicking on Edit or add new entries by

clicking Submit.

Additional Features for Member Reports

Email Statements - Administrators can Email statements to members and families that appear in the

list.

Download - Administrators may download the information displayed.

Remember that when using sync from Volunteer Calendar, administrators may use the same
categories and data from the Volunteer Calendar may be updated in the Goal Tracking resource. This

is helpful when tracking specific types of activities.
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Administrator Report Options

Submit/Edit - Administrators may modify or add new entries for a member displayed on the list. A
window will display with information for a specified member.

How to view a family’s current status using the Family Report
Allows administrators to view the status of families.

1. Click the Family Report link.

e Choose the appropriate group from Select Groups to view drop-down list. By default it
will display the group where the resource is located.

e Optional - Indicate the sign up hours in the Sign up hours from/to fields to use as a filter.

Notes:

e This option is based on the settings - when setting up the resource administrators have
the option of tracking time, count or amount. The filter will represent the setting that
was used. The administrator can input a range of amounts, count or time (hours).

e The report can display the tracked options based on categories that have been set up
by the administrators.

2. Click Go.

Note: Family information is displayed with information about family members with entries.

Goal Tracker (1_tHourTrac2) [ Admin ]
Submit | My Entries | Member Report | Family Report | Upload | Settings.

Select Group:

[ Emeil ] To email

(Banoad| | —————— Download to csv

Show families with total hours from to Go

Members from : 4th Grade

Name Total Hours

10 hours [-10
Brown 4 hours
hours]

Brown, Anthony 7 heurs 4 hours 3hours  Submit | Edit
Brown, Kyra 3 heurs - 3hours  Submit | Edit

2 hours [-18
hours]

Cook, Rocco 1 heurs 1 hours - Submit | Edit
Cook, Leslie 1 hours 1 hours - Submit | Edit

How to email statements to members/family

The administrators can easily email statements to the assignees. You may filter the report by
indicating the total hours/amounts in the Show members with fields on the Member/Family Report
pages.

1. Identify the groups or filter criteria to create a list of members or families as noted above.
2. Click the Email Statements link on the Member/Family Report page.
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How to Upload Entries to the Goal Tracking Resource from a CSV File

Goal Tracker (1_HourTrac2) [ Admin ]
Submit | My Entries | Member Report | Family Report | Upload | Settings

Select Groups to view: |4 v EeRas

Show members with total hours from: to Go

Send email statements to members listed below.
Message(optional):

Paragraph ~  Default Fent v | Size ~ j? $d BRI . HES =3
BJIUSE=EE=Er7A-%. =i =9 3

HTML CLPreview Words:0 Characters:0 .
¥ Send email only to members with entries
Send Members from : 4th Grade
Name s Luneh Uncategorized
Hours Hours
Brown, Anthony 7 hours 4 hours 3 hours Submit | Edit
Brown, Kyra 3 hours 3 hours Submit | Edit
Cook, Leslie 1 hours 1 hours - Submit | Edit
Cook, Rocco 1 hours 1 hours - Submit | Edit
Parker, Linda 0 hours - - Submit
Parker, Stewart 0 hours - - Submit
Quinn, Mike 0 hours - - Submit

3. Enter a message to the email recipients and click Send.

Note: Option for Send email only to members with entries will send an email to only
members with tracked entries.

How to Upload Entries to the Goal Tracking Resource from a CSV
File

SchoolSpeak administrators may upload member’s service time, counts or amounts from a csv file.
This enables event coordinators to track or input data into a CSV file instead of manually updating
each member’s record which may be helpful when updating multiple records at one time. A CSV file

may be created by any standard spreadsheet application.
1. Click the Upload link.

Goal Tracker (1_HourTrac2) [ Admin ]

Submit | My Entries | Member Report | Family Report | Upload | Settings

Download Field Headers

Select the file: | Choose File |Mo file chosen

(Please upload th

¥ First line has header

Upload
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How to Upload Entries to the Goal Tracking Resource from a CSV File

2. Click Download Field Headers to download the CSV file with headers.
HIEER = Homestead Scheol_Goal TrackingUpleadHeaders - Microsoft Excel o B %

Home | Inse View a@cod =

% cut
Ba copy -
B

f Format Painter
Clipboard
R18 - Eal

A B c D E F G H 1 J K L R s i

$5Id  Lastname Firstname Date Item Comment Time

S S Wrap Text General - }[;1 [
T | = S
3= 5= GMerge & Center - @ - % 5 | %3 99| Conditional Format Cell

2 £ ™ | Formatting  as Table - Styles *
Alignment Number styles

"
5
il

14 < » ¥ Homestead School_Goal Trackingy ~Sheet? ~Sheets 2 Ml 1 o[

Download Field headers - Creates a file preset with the proper column headings. It is important
to use the correct column headings so that data uploaded will be setup correctly for SchoolSpeak

to use. You may use a previously created file but suggest that you change the column headers to
match the downloaded CSV headings to make this process easier. As an alternative you will have
the option of mapping the column headings. (Mapping allows you to match the column names in
your file to the names that SchoolSpeak is expecting.

3. Update the file with the appropriate information.

4. Save the file as filename.csv within your spreadsheet application.

5. In SchoolSpeak, click Choose File and locate the CSV file on your computer.

e Open &
G( }v . Files - l‘i‘]” Search Files @

Organize =  New folder =~ 0 @
7l Libraries j Nare « | Date modified Sg -

A techpub S 1d,L

. E Homestead School_GoalTrackingUpload... 28-01-2016 22:56 |4
J .android name
iz Contacts ,F1r
st
Deskto

= P name

4 Downloads ,Dat

4+ Dropbox e,It

o+ Favorites em,C

) omme

# Links nt,H

= My Documents ours

o My Music

. A345
=| My Pictures j 4| | ﬂ 7 j

File name: |H0me5tead Sch0DI_GoaITrackingUpload_Hej |A|| Files j

Open v| Cancel |

6. Click Open. The selected file is attached.

7. Click Upload.
* Make sure the option First line has header is checked, if you provide column header names in
your CSV file.

Note: If the CSV column header of the file you upload does not match with SchoolSpeak’s
defined CSV file format, then map the columns or select Discard Column from Select Field

column.
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Automatic Updates - How to Sync the Goal Tracking Resource with SchoolSpeak’s Volunteer Calendar Resource

Track Family Service Time Log (Family Service Hours) [ Admin ]
Submit | My Entries | Member Report | Family Report | Upload | Settings
Select field type for each column:
C:::::\ CSV Header Value Select Field
1 A S5 1d 171 SS Id v
2 B Last name Smit Last name v
3 C First name John First name ¥
4 D Date 02-12-2016 Date v
5 E Ttem Yard Duty Item v
6 F Comment Comment ¥
7 G Time 1 Time v
Next | cancel

8. Click Next.
On successful file upload the system displays the message as shown.

\, Task(s) Added.

If the uploaded file has mismatched fields, then the system displays the file validation error
message. Modify either the column headings in the CSV file or revisit your mapping edits to
correct.

Goal Tracker (Hour Tracker) [ Admin ]
Submit | My Entries | Member Report | Family Report | Upload | Settings

Validation of following records failed. Other records are ready for adding:

#1:Item could not be found.
#2:Item could not be found.
#4:Item could not be found.

1. To add the valid uploaded records to "Goal Tracker" click Add.

2. To cancel the uploaded records click Cancel.

M Cancel

Automatic Updates - How to Sync the Goal Tracking Resource
with SchoolSpeak’s Volunteer Calendar Resource

You may sync the Goal Tracking resource with any Volunteer Calendar resource that is used within
SchoolSpeak. Sync - short for synchronization - means that the Volunteer Calendar resource can
automatically send data entries for members to the Goal Tracking resource. This reduces the day to
day data maintenance of administrators by event coordinators. Using the sync functionality also
means that parents or administrators do not have to take additional steps to log volunteer time with
the Goal Tracking Resource. By simply signing up for an entry within a Volunteer Calendar, the
member”’s information is automatically updated within the Goal Tracking Resource.

Let’s take a look at an example:

13| Page



To Enable Sync in a Volunteer Calendar

The parent has signed up for a number of volunteer opportunities. The information was sent to the

Goal Tracking resource automatically.

Sign up Here for Yard Duty (volunteer for Yard Duty)
SignUp | Open for SignUp | My Assignments
Member Report | Family report

All Assignments of the user : Brown, Anthony Email this page
Date Category Notes Needed Open Assignee(s)
11/17/2015 11:30 AM - 01:20 PM 2 1 Assignees:
(Tuesday) Brown, Anthony
11/23/2015 11:30 AM - 01:30 PM 2 1 Assignees:
(Monday) Brown, Anthony
11/24/2015 11:30 AM - 01:30 PM 2 1 Assignees:
(Tuesday) Brown, Anthony
11/25/2015 11:30 AM - 01:30 PM 2 1 Assignees:
(Wednesday) Brown, Anthony
12/09/2015 11:30 AM - 01:20 PM 2 1 Assignees:
(Wednesday) Brown, Anthony

Goal Tracker (Hour Tracker)
Submit | My Entries | Member Report | Family Report

Select a member: | Brown, Anthony v
Name: Brown, Anthony

Total Time: 167 hours

Food Stores: 5

Retail

Uncategorize

Family Total: 169

Show who added/modified the entries

Date

1/18/2016

12/9/2015

11/25/2015
11/24/2015
11/23/2015
11/17/2015

11/11/2015

Task Comment Time

Local Mall . 3 hours Edit Delete
Category: Retail

Yard Duty School: Volunteer for Yard Duty 2 hours

Yard Duty alunteer for Yard Duty 2 hours
Yard Duty ‘olunteer for Yard Duty 2 hours
Yard Duty ‘olunteer for Yard Duty 2 hours
Yard Duty ol: Velunteer for Yard Duty 2 hours
In house Scrip & 100 hours Edit Delete

Volunteer Calendar - Anthony Brown signed up for Yard Duty

Goal Tracking - Anthony Brown is credited for Yard Duty time

If the parent does not fulfil their assigned time/task, a coordinator or administrator may make a

modification in the Volunteer Calendar and the change will appear in the Goal Tracking Resource.

The option to automatically sync with the Goal Tracking Resource is setup within each Volunteer

Calendar resource. When setting up the Volunteer Calendar resource, the administrator may indicate

the name of the Goal Tracking resource that should be updated. Administrators may create multiple

Goal Tracking resources in the event that different types of entries need to be tracked for example

hours volunteered and scrip purchases. The Administrator may choose any Goal Tracking resource

within your application when setting up the sync.

Categories may also be used by both the Volunteer Calendar and Goal Tracking resource to aid in the

tracking of time or money. By using similar categories in both resources, time/money may be
separated appropriately allowing the parent to easily track their own goals.

To Enable Sync in a Volunteer Calendar

Note: The Goal tracking Resource must be setup prior to setting the sync in Volunteer Calendar.

1. Locate and click the Volunteer Calendar resource link in the left margin under Quick Links of

the group.
2. Click Settings.
3. Click Sync With Goal Tracking.

Set the ‘Do you want to calculate goal tracking credits for this resource?’ option to ‘Yes'.

Locate Select Goal Tracking Resource(s) to feed to.
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To Enable Sync in a Volunteer Calendar

Sync With Goal Tracking
Do you want to calculate goal tracking credits for this resource? (s Yes No
Select tracking resource(s) to feed to : [Select Resource]

Selected resources are:

School: Family Service Hours Edit Remove

Update | | Cancel

Click the [Select Resource] link.

Add/Update Goal Tracking Resource

Select Resource: [ School-Family Service Hours v |
Default credit per event: ® Duration/Value of the event

Fixed I:l Hours Minutes
Default item name [Please Select v |
sync only records: From | | To | |

(Leave empty for no date limit)

Indicate the appropriate options within the Add/Update Goal Tracking Resource pop-up box.

e Select Resource - Choose the correct Goal Tracking Resource (use the arrows to move

through the list of possible Goal Tracking Resources)
e Default Credit per event - Administrators may choose to use the amount of time that the

event in the volunteer calendar was setup for or you may opt to provide a pre-set amount
of time for credit.
e Default Item Name - Use the drop-down list to identify the category within the Goal

Tracking Resource that you selected to attribute the time/amount.
e Sync on records - Provide a specific time period those events within the Volunteer

Calendar to sync. Leave it blank to pull all records.

Click Add.

Instructions and Configurations

Sync With Goal Tracking
Do you want to calculate goal tracking credits for this resource? & Yes No
Select tracking resource(s) to feed to : [Select Resource]

Selected resources are:

School; Family Service Hours Edit Remove
School: Scrip Tracking Edit Remove
3: TrackScrip Edit Remove
Update | | Cancel
Click Update.
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How to set up the Goal Tracking Resource

How to set up the Goal Tracking Resource

How to add Goal Tracking resource

Administrators may add a new Goal Tracking resource to any group.

e
Add Resource to

Group.docx

For more information on how to add a new resource please refer for details.

Configuring the Goal Tracking resource

Click the Settings link at the top of the Goal Tracking resource. Each section within the settings page
will help you to define how and what the Goal tracking resource will track. Begin with the first section
and then move on to the next using the guide to the settings below.

Calart HF £i - PP R T Fha finbe fhola
Select the section to edit Dy clicking the links Delow.

[+] Instructions and Configurations
[+] What is tracked?
[+] Categories

[+] Items

Instructions and configurations
Click the Instructions and Configurations link to share instructions to the members and to adjust the
settings parameters.

Enter/Update a Short Message to Appear on Group Home Page:

Instructions and Configurations
Goal Tracker

Enter/Update a Short message to appear on the home page:

Parents, Parents,
Verify your service hours. Verify your service hours. More »
A
Settings Page Group Home Page

Enter/Update Detailed Instruction to Users on how to use this Resource:
Allows administrator to provide parents with instructions on how to use the resource.

Enter/Update Detailed instruction to users en how to use this resource: Goal Tracker (Hour Tracker) [ Admin ]
BIUIEEEFA- Y- (SE|EE =(eoch @9 Submit | My Entries | Member Report | Family Report | Upload | Settings
Default Font MECSEA

Instructions: | Please select a member to submit entries

1. Enter date the job was performed
2. From the "Task" drop-down select an Event. (Geal Toumament, Yard Duty, Hot Lunch Server, etc.) Select a member: |Please Seleot ¥
3. Under Comments specify the spacific job performed. (Chair Person, Tuesday's Recess, Decorations Team, etc

Instructions:

1. Enter date the job was

Boomal BT Cupreview [<spans| ‘Words:40 Characters:285 g 2. From the "Task" drop-

3. Under Comments sp

med
elect an Event. (Goal Toumnament, Yard Duty, Het Lunch Server, ete.}
e specific job performed. (Chair Person, Tuesday's Recess, Decorations Team, ete.)

Settings Page Resource Home Page
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How to set up the Goal Tracking Resource
Goal Tracking resource settings

Continue to scroll down to the settings section and make the appropriate settings decisions.

Options Settings

Allow users to input data - Yes - allows the member to enter
their own entries. Choose No if the coordinator is planning
on updating the records or if you plan to use the Sync
®ves ONo functionality.

Track data for - Indicate the member type that you are
tracking data for

Update | | Cancel Allow editing entries from other resources - Yes if you are
using the Sync functionality

Show Category total? - Yes, if you want to track by category.

Allow users to input data: ® Yes No

Track data for: Student ¥ parent | | Teacher | | Admin [/ Vendor | | Other

Allow editing entries from
other resources?:

Show category total?: ® Yeos Noe

After you specify the settings parameters, click Update.

What is tracked? Time, Count or Amount

Click the What is tracked? link to set the tracking information.
You may specify the type of item that you want to track such as time, amount, or count. Review the
settings and modify as appropriate.

What is tracked?
What is tracked: [Tme 7] Name for what is tracked:  rime What is tracked? - You may choose time, amount or
count.

Track data for - Indicatethe member type that you are

Secendary Tracking: Enable ® Disable

Track By: #| Family Group trackingdata fOf

Family Goal: 500 Name for what is tracked - Use time when counting

Group Goal: o hours, or amount for dollars.

Member Goal: o Track by - Choose family or group.

Upaate | | Cancel Indicate Goal - Choose to enter family, group or member.

You may also track secondary item. For example, when tracking scrip purchases - parents can see the
total purchase and actual amount to school.

Categories
Click the Categories link to add and update the event categories.

Categories are useful in tracking different kinds of events - especially if your school breaks down
service hours into types for easy tracking. You may setup any categories that are required. When
using the sync capabilities of Goal Tracking and Volunteer Calendar, consider making the categories
the same so that it will be easier to report.

Example of Scrip purchase categories
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How to allow an event coordinator oranother member to update the Goal Tracking data

Add/Update Categories

Category: |Retail

Update |  Cancel

Category Edit
Charity Edit Delete
Food Stores Edit Delete

Add the category and click Update.

Items

Using items allows administrators to identify specific tasks, click the Iltems link to add and update the
entry items. Items may be attributed to more general categories.

Add/Update Items
Item: |Local Mall
Select Category: |Mone v
Items Category Edit
In house Scrip % None Edit Delete
Sears Retail Edit Delete
Stop and Shop Food Stores Edit Delete

How to allow an event coordinator or another member to update
the Goal Tracking data

The administrator may elect to allow another member (who is not a SchoolSpeak or Group
Administrator to update the data within the resource. Simply add the member to the EDIT permission
of the resource.

1. Click on the Goal Tracking resource.

2. Click Admin from the toolbar.

3. Locate the Edit permission window.

4. Click Edit.

5. Locate and highlight the specific member that you would like to include.
6. Click Add.

How to change the group that may view the Goal Tracking
resource

By default, members of the group in which the goal tracking resource is added will be able to view
their own information. Sometimes SchoolSpeak administrators may opt to change this group - for
example perhaps a school has one goal for one child families and another goal for multi-child
families. The administrator may create two goal tracking resources - one for each kind of goal. To
make it easy to work each type of family goal, the SchoolSpeak Administrator may create sub groups
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Frequently Asked Questions

to easily manage the members. In this example the administrator may create two groups named
Family Type A and Family Type B. Then the view permission may be adjusted in each Goal Tracking
resource to work a specific subgroup. Only the members listed within the VIEW permission may ‘see’
the resource.

To update the group/members within the View permission of the resource:

1. Click on the Goal Tracking resource.

2. Click Admin from the toolbar.

3. Locate the View permission window.

4. Click Edit.

5. Locate and highlight the specific group that you would like to include.
6. Click Add.

Frequently Asked Questions

1. Whatisthe difference between a Volunteer Calendar resource and a Goal Tracking resource?

Answer: A Volunteer Calendar allows a member to sign up for an event that is time/date based. A
Goal Tracking resource enables schools and parents to track the progress of members/families in
reaching goals like volunteer service hours per year or specific donation or scrip purchase levels.

How can | set family or group goals?
Answer: You can set the goals for each family, member, and group.

Click the Settings link on the homepage of the Goal Tracking resource.

Click the What is tracked? link.

Specify the goals for member/group/family in the Member/Group/Family fields.
Click Update.

Ll

Can | send emails to families that did not reach the target?
Answer: Yes, you can send emails to families that did not reach the target. Please refer to Email
Statements to Members/Family section of this document.

Can parent enter their cumulative goal?

Answer: Yes, parents can enter the cumulative goals. SchoolSpeak Administrators may choose to
let parents update their own information, allow event coordinators make the updates or use the
sync capability of the Volunteer Calendar. Please refer to the How parents can add their own

entries section of this document.
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