An Overview of Opportunity

Management via the JVN
Dashboard

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

Section 1: ‘Opportunity Lifecycle’

1 Access Opportunity Management
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From the Charity Dashboard, click '"Manage All' located in the '"Manage' section to proceed to the
opportunities listing page.




2 Opportunity Lifecycle and Draft Opportunities
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Along the top bar of Opportunities, there are 4 different radio buttons. These can be selected 1at a time
to call up different Volunteer Opportunities. These are 'Draft', 'Scheduled’, 'Live' and 'Expired"'.

'Draft’' Opportunities are new Opportunities awaiting review and approval. Once they are approved,
they will become either 'Scheduled’ or 'Live' Opportunities.

3 Scheduled Opportunities
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'Scheduled' Opportunities are approved Opportunities which have not yet reached their Display-From

date.




4 Live opportunities
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'Live' Opportunities are approved Opportunities within their Display-From/Display-Until date range

5 Expired Opportunities
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'Expired' Opportunities are approved Opportunities, no-longer visible after exceeding Display-Until date




Section 2: New features in Opportunities
2a: Deleting a Draft Opportunity
1 Access the Manage Opportunities Section
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From the Charity Dashboard, select ‘"Manage All' within the '"Manage' section.
You can also click on the Arrow next to "Edit Draft Opportunities" if the user wishes to review and

delete one or more draft Opportunities.

2 Select Draft Volunteer Roles
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In the Opportunities Section, select the 'Draft' radio button to view your draft volunteer roles.




3 Select the Delete Option
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In the "Action Menu', select the 'Delete’ option.

4 Confirm Deletion

Are you sure you would like to delete this opportunity?

Select either "Yes' or '"No' in the dialog box box. This will either keep your draft or permanently delete

the Opportunity.




2b: How to Preview Tile for an Opportunity

1 Access the Manage Opportunities Section
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From the Charity Dashboard, select '"Manage All' within the 'Manage' section.

2 Select either Draft, Live, Scheduled or Expired Radio Button
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From the 'Opportunities' section, you can preview how the role will look in search results when live. This
can be done with 'Draft’, 'Scheduled’, 'Live', or 'Expired' Opportunities.

To preview the tile for an Opportunity, find the relevant Opportunity, then click 'Preview Tile' from its

Action Menu.




3 Preview the Selected Opportunity
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Select '"Preview Tile' from the Action Menu to view a preview of the Opportunity details.

4 View and Close the Opportunity Preview
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The 'Preview Tile' will automatically appear. To close the preview, select the 'X" in the top right-hand of
the image.




2c: Cloning an Opportunity

1 Access Opportunity Management
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From the Charity Dashboard, click '"Manage All' located in the '"Manage' section to proceed to the

opportunities listing page.

2 Find the Opportunity to Clone
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In the '"Opportunities Section’, find the role you would like to clone by selecting the relevant radio button.

Opportunities can be cloned from 'Scheduled’, 'Live' or 'Expired' Opportunities.




3 Select the Clone Option
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Select 'Clone' from the Action Menu to view a preview of the Opportunity details.

4 Review Clone Opportunity Form
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The 'Clone Opportunity' form opens, displaying the pre-filled details of the Opportunity. Here you can

make any edits as needed.




5 Set Display From and Until Dates

Iz there any flexibility on locations and/or times to fit in with volunteers preference?
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Display from *

‘When would you like us to start displaying this opportunity on the IVN website?
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Display until *
Winen would you like us 1o stop displaying this opportunity on the JWN website?

dd/mmfyyyy

Alternative contact details

If you would like gueries and applications for this opportunity only to be sent to a different contact then please enter the
details below:

Name

Enter the new start and end date for displaying the Opportunity by filling in the 'Display from' and
'Display Until' fields.

6 Enter Number of Roles

E-mail address

Application Form
If you have your own application form for this opportunity then please upload it here. You will have the option to wse it, or the
JWN standard application form, when replying to applications.
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Number of roles *
Please saelect the number of volunteearing roles required for this opportunity
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Approve opportunity?
If et unchacked, this role will remain in your Draft section
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Enter the desired 'Number of Roles' required for the Opportunity.




7 Approve the Opportunity

Application Form

If you have your own application form for this opportunity then please upload it here. You will have the option to use it, or the
J¥N standard application form, when replying to applications.
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Number of roles *
Please select the number of volunteering roles required for this opportunity

Approve opportunity?

If left unchecked, this role will remain in your Draft section

Check the ‘Approve opportunity?' box if the cloned opportunity should be immediately active. If left

unchecked, the role will be saved to your 'Draft Section'.

8 Clone the Opportunity
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MNumber of roles *

Please select the number of volunteering roles required for this opportunity

Approve opportunity?

If left unchecked, this role will remain in your Draft section

Click the 'Clone' button to finalise the duplication of the Opportunity.




