An Overview of Message

Management via the JVN
Dashboard

This guide provides details of the 'Message Management' area of the Charity
Dashboard. It is split into sections: the 'Message Lifecycle' and new actions you
can use within Messages.

Section 1: Message Lifecycle

1 Access the Messages Section

Manage All ()

Messages ) v Applications

P Goldfish Welfare & Awareness Volunteer (NW4 2S1)

Enquiries (0 unread)
Social Media Support Volunteer (NW4 25))

Mana Find Application i % Manage Applications from Mobile Af

‘ Training and Events @ E Resources

On the Messages Box, it will highlight how many messages are unread for both New 'Applications' and

MNew 'Enquiries’.

From the Charity Dashboard, click 'Manage' to go to messages and enquiries from potential or current
volunteers.




2 Filtering Messages: 'Unread'

Filter by Opportunity ® Unread ) Read O Archived

To/From Subject #Messages Status Action
Application: Goldfish Welfare & Awareness Volunteer Application
John Doe (NW4 25J) 1 Ssubmited Please select ~
: Application: Goldfish Welfare & Awareness Volunteer Application
Steve Smith (NW4 25.) 1 subwnitiad Please select  w
Application: Goldfish Welfare & Awareness Volunteer Application
Sarah Place (NW4 25J) 1 submitted Please select  «
Sarah Place Application: Social Media Support Volunteer (NW4 25J) 1 ?Sg:ﬁﬁgg“ Please select v
Application: Goldfish Welfare & Awareness Volunteer Application
Rachel Stavens (NW4 25J) 1 aulmitiad Please selact  w

Along the top bar of '"Messages’, there are 3 different radio buttons. These can be selected 1 at a time to

display different messages. These are 'Unread’, 'Read' and 'Archived'.

'Unread' will show any messages that have not been opened by any "Charity Volunteer Manager' user.
(Only those connected as "Charity Volunteer Manager' will be able to read/reply to messages. Please
note that after you have read an 'Unread' message, it is automatically marked as 'Read’.

Messages will automatically move to 'Archived' from both 'Read' and 'Unread’ filters after 12 months.

3 Filtering 'Read' Message

=

O Unread ® Rgad O Archived
fMessages Status Action
) 5 e Please select

submitted

The 'Read' radio button will filter the list to show only messages that have already been read.




4 'Archived' messages

= v
2 Unread O Read ® Archived
#Messages Status Action
Idfish Welfare & Awareness Volunteer 1 Application - lect
submitted case selec

The 'Archived' radio button will filter the list to show messages that have been archived and not display

in the other options. You can archive messages using the "Action’ function.

Section 2: New Features in Messages

2a: Mark as Unread/Read
1T Navigate to Messages

Messages @ v Applications

New (4 unread
w (4 u ) Goldfish Welfare & Aw

Enquiries (0 unread)
Social Media Support

Manage o Find Application O

MNavigate to 'Messages' from the Charity Dashboard.




2 Open the either Unread or Read messages

@® Unread O Read O Archived

#Messages Status Action

'sS Volunteer Application

~
submitted Please select

Select the relevant type of messages you would like to view. By default, your 'Messages' page will

automatically display "Unread' messages for review.

3 Mark Message as Unread or Read

(O Unread ® Read O Archived

#Messages Status Action

Application
submitted

iial Media Support Volunteer (NW4

Please select ~

Read/Regl
Archive =
Update Status
View Opportunity

(Cancel)

Office hours Quick links

2

work, © Mon-Thur 9.00am-5.30pm Site map

From the relevant message, you can use the 'Action' Column to select the drop-down menu.
Depending on which messages are visible, you can select the option "Mark as Unread' or 'Mark as

Read' from the relevant list.




4 Confirm the Change

F r by Opportunity _'Unrea|
Subject Confirm Request #Message
ggﬁ;icati Mark this message as Unread? 2

A confirmation pop-up will appear, prompting confirmation, marking the message as 'Unread' or

'Read'. Click 'Yes' to proceed with the change or "No' to cancel.

2b: Archive a message

1 Go to messages section from Dashboard

ges - Save Our Goldfish

ashboard = v
lame Filter by Opportunity Reset O Unread ® Read 1 Archived
Time To/From Subject #Messages Status Action
) . Application: Goldfish Welfare & Awareness Violunteer Application
2-2026 1715 Steve Smith (NW4 25J) 1 submitted Please select ~
Read/Reply
Mark a: read
Update Status
View Opportunity
(Cancel)
Contact Office hours Quick links
4 JewishVolunteering Metwork, @ Mon-Thur 9.00am-5.30pm Site map
Wohl Campus for Jewish Education, @ Fri 8.00am-1.00pm (winter) arms and dition
4445 Albert Road, London, NW4 25) 2.00pm (summer) 1
fegua
NN 23N RAIT [l Aandan & kHartel . Clacoed woaskande hank halidawe

Similar to other actions, from the Charity Dashboard, go to the '"Messages'. Select either the 'Unread’
or '"Read' to view the correct messages. From there, select the "Action' for the correct message and

select 'Archive’'.




2 Confirm Message Archival

Filter by Opportunity ' Unread
Subject Confirm Request #Messages Sta
ith Applicati Archive this message? B Apg
(NW4 2§ suk

Contact Office hours

A confirmation pop-up will appear, prompting you to 'Archive' the message. Once confirmed, it will

move the message to the Archived list of 'Messages'.

2c: Update Status

1 Choose 'Update Status'

ges Status Action
Application
i Please select
L Read/Reply
Appll;atlon Mark as Read
submitted ;
Archive
Application
submitted View Opportunity

(Cancel)

From the Messages section in the Charity Dashboard, select 'Update Status' from the drop-down

menu in the 'Action' column.




2 Select relevant Application process update

Messa

Volunteer
Sarah Place

Opportunity ved
Goldfish Welfare & Awareness Volunteer

Current Status
Ref Dat Application submitted
265607 114 MNew Status * saelact  ~
- teply
25606 114 & Reac
— Hours per month | Status
g peortunity
4]
Adhoc
| pdato Status ] cancol |
| Wohl Campus for Jewish Education, Fri 8.00am-1.00pm (winter)
Complete the Status update pop-up, including "New Status' for the Application.
3 Confirm the New Status selection
Messa
Volunteer
Sarah Place
Filter by Oppertunity ved
Goldfish Welfare & Awareness Violunteer
Current Status
Ref Dat Application submitted
25607 114 Mew Status select ~
- leply
25608 114 & Read
25605 114 e stardb i | Status
I poortunity
1]
Adhoc
A
e
N,
Wohl Campus for Jewish Education, Fri 9.00am-1.00pm (winter)
PN meghnered w o ~ .

Confirm 'Update Status' or 'Cancel' as appropriate.




2d: View Opportunity
1 Select View from Action Menu

ortunity m ® Unread ) Read O Archived

#Messages Status Action
ion: Goldfish Welfare & Awareness Volunteer Application in
3) 1 progress Please select
L . . L Read/Reply
ion: Social Media Support Volunteer (NW4 1 Appll-:_:atmn T
submitted -
Archive
ion: Social Media Support Volunteer (NW4 Application Update Status

submitted

Nffice hnure Dnick links

From the Messages section in the Charity Dashboard, select '"View Opportunity' from the drop-down
menu in the '"Action' column. This will only be available for messages linked to an Opportunity, not

General Enguiries.

2 Review Opportunity Details

fXin@m Logged in 82 vanessacodejyrong Lk Charily Dashbosrd 4 0208203 B427 [Larwdor  O7S87 792 272 [Manchester)
[FEY. TN Vb smtoamr At Ak Teairnime CHmsine EAe . LT
= View Opportunity =
Messa _ _
Title of role Goldfish Welfare & Awareness Volunteer
I Tasks -Help share clear, accessible information about responsible goldfish care

Support awareness campaigns [online or in the community)

Help challenge the practice of giving goldfish away as prizes

wed
-Create or share social media content and simple messages
-Talk to people about why goldfish welfare matters
Ref  Dat
-Help signpost people to better resources and guidance
25607 114 salect -~
Impact Hew will this rele suppert the charity in achieving its charitable objectives? teply
35606 114 & Read
- Thiz role supports Save Our Goldfish by helping to raize awareness of }
responsible goldfish care and challenge practices that lead to neglect or harm, T
IEE05 = = = | Status
25605 114 By sharing accurate information and encouraging better understanding, | m——
portunty

wvolunteers help reduce the number of goldfish kept in unsuitable conditions ar
given away as prizes. This directly supports the charity’s objective to improve
goldfish welfare and promote long-term, responsible ownership,

You can review the Opportunity and its content in the pop- up window. When you have finished, you can

close by selecting the purple 'X" in the right-hand corner.




