How to Customize the Volunteer Verification Status Report
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Scroll down to Volunteer Verification Status Report, click on Edit
Volunteer Verification Status Report
View passed/failed status from data collected during volunteer @ View Export ¥
background checks.

Click on Click here to add new columns
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Report Details
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€D volunteer First Name Volunteer First Name Ascending & Volunteer First Mame Ascending
€D volunteer Last Name Volunteer Last Name Ascending & Volunteer Last Name Ascending
€D volunteer Verification Status Verification Status Ascending & Verification Status Ascending
€D volunteer Verification Submitted Date Verification Submitted Date Ascending & Verification Submitted Date Ascending
€D volunteer Verification Status Date Verification Status Date Ascending & Verification Status Date Ascending

€D voly ification Notes Verification Notes Ascending ||€® verification Notes Ascending
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At this point, you may select any field that you want to show on your report; once you add a
field you will need to click on Click here to add new column again and repeat the process after

adding each field

Some very helpful fields for RCs and CVPAs are:

Volunteer- Email, Date of Birth and New or Returning Volunteer; Reference

information can also be found here (1% screenshot)

AYSO- Volunteer AYSO ID and Has Volunteer eSigned? (2" screenshot)
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Volunteer First Name Ascending (4] Volunteer First Mame Ascending
Volunteer Last Name Ascending L ) Volunteer Last Name Ascending
Verification Status Ascending S Verification Status Ascending
Verification Submitted Date Ascending & Verification Submitted Date Ascending
Verification Status Date Ascending L ) Verification Status Date Ascending
Verification Notes Ascending S Verification Notes Ascending
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Report Fields Field Order
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&) Volunteer First Name Volunteer First Name Ascending [ 3] Volunteer First Name Ascending
€D volunteer Last Name Volunteer Last Name Ascending L ] Volunteer Last Mame Ascending
€D volunteer Verification Status Verification Status Ascending L ] Verification Status Ascending
€D volunteer Verification Submitted Date Verification Submitted Date Ascending |[€P Verification Submitted Date Ascending
€D volunteer Verification Status Date Verification Status Date Ascending N Verification Status Date Ascending
€D Volunteer Verification Notes Verification Notes Ascending S Verification Notes Ascending
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Volunteer Background Check Status

Once you have added the fields you want, they will appear in the Report Fields

Report Fields Field Order
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€D volunteer First Name Volunteer First Name Ascending (5] Volunteer First Name Ascending
€D volunteer Last Name Volunteer Last Name Ascending & Volunteer Last Mame Ascending
€D volunteer Verification Status Verification Status Ascending L Verification Status Ascending
€D volunteer Verification Submitted Date Verification Submitted Date Ascending ||€F Verification Submitted Date Ascending
€D volunteer Verification Status Date Verification Status Date Ascending L Verification Status Date Ascending
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Volunteer Email Email Not sorted

€D Volunteer Date of Birth Date of Birth Not sorted
D volunteer New or Returning Volunteer New or Returning Volunteer Not sorted
€} AYSO Volunteer AYSO ID Volunteer AYSO ID Not sorted

AYSD Has Volunteer eSigned? Has Volunteer eSi__gned? Not sorted /|
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Now, click on Export to Excel

Report Results

Mo records to display.

After you open the file, you will receive the below message; the file is not corrupted and is
completely safe to open so click on Yes

licrosoft Exce ) ) ) . % |

| The file format and extension of 'R636385822489005919%.xls’ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it anyway? |
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Was this information helpful?

Now you can custom sort the fields to fit your preference



