Google Apps Tips
for
Streamlined Volunteer Management

This guide a basic fomibiarily with the stenderd feclures of 1he Google Suile,

indluding sending Gmail and GoogleDrive. I you ore not famidice, there are cbundenl online

lularicks. laduding direc! from google: bilas/suaper Lgoaglecom

This guide includes mere ody d or less feal foc improving The
ehiciency of your voluntewr moncgement.
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Gmail Templates

Any emeil you send mere Ihan cccasionolly can be converled lo a temalate, my fovorite
. tnled Gm] §, 1

P

Potential templates:
& Thanks for your interest, bere’s how lo get invelved
o Please compléle our application .
® Deor nmew volunlesr, welcome abeard!
e Please plele your limesheel/hours report/ennuel Iraining

Turn on Templates Feature:

In Gl click 1he gear icon, select Settings Then
and cdick Enable’. Al 1he Lollom, <ick the Save

Create Templates:

[ ]
Open a new message a y@
contenl. Leave blanks
ds fhel ch =
3 ). Delete

et TEwe LA

nd/duglicele version will be
when you send 1he email).

Click on 1he 3 dot icon ¢l the
ollom of the compose soreen
(botlom lefl, next te the rash con)
Selee! Templotes' . then Save
droft as template’. then ‘Save as
New Template” Give il @ neme.

Note: When you use this lemglale, this name will aulo-pogulale as the emeil subjecl.

Using Templates:




bul keeps your dala mere consistent. Degending on how much you will enclyze the dela in
this Feld, sither may be epprogriole/prefered.

Click 'Save’

This decpdown con be ded by copy/gasie or by dregging 1he cutofill reclongle

Color Coding with Conditional Formatting

Sedlect Ihe eells where you would ke le cpply the condilio

Click Format' meny, 1hen select 'Condllond'

« many oplicas. One reule is lo select

man letter]S[Row number] (Thol is, 1he

letler/number nome of |

nge: 1R

lo separole il from the cange, then quotation marks 1o endlose it. The core of the test is =
[er <> for numericel velues) cnd Then the fexl or number 1o compere it la.

For example, & cell might counl high priceity olls with
~COUNTIF(C2:F25, "=High Pricrity’) ~MTIF(L:C, “€1°)

A eoll might count volunteers who hove not begun Ll;ub T Ty tes
volunteering with «COUNTIF({D1:D100, "a1”), A Sesans
assuming lhel D column conleing the number of 3:" :_-_:
heurs/deysishifls velunteers ™ Vessos

|

Wildeards:

Enclosing a eriteria in asterix (eg. "CRITERIA®),
seorches for any value thel cantains the criterie, nel erly on exact malch This might be
T=taricrily” 1o count Bolh high and medium price emenls.

Sample Sheets
Copy, «dil and use 1o s




Sample Volunteer Application

Thanik you for your Intarest In With cur Qur
1€ of 1 %0 support our studants and our mission.

Volunteer Hours Reporting Form

Plaais complita e Torm B ow. 1 you NEve ny JUISTION O SINCEME DSasE contact Dsar Vol
iy ©

Infoll

Thani you far all of your haip with fiorojact or crganization]] We couldn't do it without you.
W&'E gat back 10 you [[ deseription of timaling./mext 51805 - 6.0. T @ few Cays OF ONCE WaVE
raviewsd your fis]] Plaase repart yoor ime bakow, 50 that we can track and documant your contritution. We use

hiz cata %o [ apoly for grants, show the IMpananas of the valuntear Cragram, track our

*Raguired we
*Ragqurad
Name *
s Tralmn% Registration e g
, Our n ing ifcaming up s00mi This training wik provide infarmation on I
by canaactional Your answar

4 It Iz ragqu 0 for A aur vokmtasr training palicy s
Phone number seszions]]

[ ]
Your answar q X Pleass salect your seasions salow. Volunteer Placement (e.g. front desi, «Wmh. Xa
YOI:" answar
Email * Voiunteer Trakning on [[topic]] q
Q) sessicn 1 DateTme)

Your answar 1
Q) sessicn 2 DateMme)

() sessicn 3 DateTima) mddlyyyy
Address *
Your anawar

Training Info Hourz onDate !

g wil 2ek 3 Serkieg 13 evelekle (et metors, n gersga, In X

Tea reining wil teke ix houra] erd wil nzlcde & treck. 'We nili peovide [food, beverszes, = Your answar
CityTown * plecas beng [oen end perer, amecka mz]

1 y=u heve ery queatizes, plesae carsest [reme shena/srel]l
Your answar

&3 =g
State *
Your answar
Hours onDate2

Your answar




Sampie Volunteer Scheaule %
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Thank you for your purchase / download! Stay connected with me for more information and resources about
teaching, learning and math!

Online: mathocognitive com Email newsletter: cepurl com/gQol45
Twitter: twittercom/mathacognitive Pinterest: pinterest com/math itivel

| love partnering with other educators to strengthen their practice and exchange ideas. Please contact me if
you think we can work together! mathacognitive@gmail com, mathacognitive com/coaching-consulting/

One on one coaching. We'll meet over Skype, unlezs you'rs local and we meet aver coffes.

Content brush up: on HiSET/GED math, for multi-subject adult education teachers
Brain-friendly math teaching: Incorparating brain based learning, neuroscience and the science of
learning into math classes

Teacher productivity: There aren’t enough hours in the day .. or the ABE teacher contract. Get
organized to make the most of the time you have.

Level up your Lesson: A decp dive on o lesson or unit plan.

Training and Professional Development: I lovs tolking teaching, learning and math with ather
teachers. Check out some workshop descriptions or contact me to craft something custom.

Brain based learning: An overview of the science of learning and rescarch backed practices to help
students succeed

Teaching about Learning: Share the science of learning and help your students become stronger,
more self-directed learners

Balance and Self-Care for ABE Teachers: Maintain your boundaries and your energy to bring your
best sclf to the classroom.

Managing Math Anxiety: Classroom practices to help math anxious

Adult Education Program Consulting

EFL, MSG, HSE, LACES, LMNOP-.. | zpcak data -and spreadsheets. Attendance and aszessment
tracking systems to help you menitor enrollment and MSG targets. (Massachusetts DESE funded
programs)

Free labor isn't free: Efficient volunteer management system: for busy programs.

Systems Tune Up: That thing you do, that's good, but clunky? Let's make it more efficient.

Mathacognitive




