jewish
volunteering
network

An Overview of Application

Management via the JVN
Dashboard

This guide provides details of the 'Application Management' area of the Charity
Dashboard. It will cover how to message new Applications and Update
Application Status.

Section 1: Applications by Role

1a: Messaging Applications
1 Access the Applications Pane from the Charity Dashboard
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Applications can now be accessed easily from the Charity Dashboard. In the "Applications' pane, you
will see a list of Opportunities with new Applications whose status has not been updated yet. To see

Applications for an Opportunity, click the orange arrow.




2 View Pending Applications
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All Applications associated with this Opportunity will be shown. You can expand or collapse pending

Applications using the '+/-' function next to the 'Ref' number.

3 Replying to a message

Return to Dashboard
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To send a message to a 'Pending Application’, select the orange '"Message' button.




4 Send the Message to applicant.
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Compose your message in the pop-up box and then click 'Send' to reply.
L
1b: Updating Status
1 Select to Update Application Status
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In the 'Pending Applications’ list, click the 'Update Status' button next to the relevant Application.




2 Select New Status for Application
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Complete the "New Status' update in the pop-up window.
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3 Confirm Application Status Update
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Click the "Update Status' button to save the change.
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Section 2: Applications by Candidate

2a: Review Applications by Name
1 View Applications by Applicant Name
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To view a list of all the Applications received by the Applicant's name, select 'Find Application' in the
'Applications' Pane

2 Select an Application to Review
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This will take you to a list of all the Applicants in chronelogical order, starting with the most recent.
Here you can also send a message.

Applications will also be automatically archived after 12 months. To view any 'Archived' Applications,
you can select the radio button on the search bar.




2b: Update Application Statue
1 Select Update Status from list
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In the 'Find Applications' list, click the 'Update Status' button next to the relevant potential Volunteers

name.

2 Submit Status Update
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Complete the "New Status' update in the pop-up window then click the '"Update Status' button to save

the change.




