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Accessing Cervis Technology 
1. Open the internet browser and navigate to the Cervis log in page. This can be accessed by 

searching “Cervis log in” (0:05). 

2. Enter the user name and password and click “Sign in to CERVIS”.  

 
3. The program will be open and tabs can be seen that are titled Volunteer Management, 

Event Management, Attribute Management and System Management.  

 
4. This screen displays all of the possible actions that the user can take. Each of the tabs will 

be discussed in later sections.  



Volunteer Management Tab 
Under the volunteer management tab, there are four options for the user to choose. These can be 

accessed by clicking one of the four links under “Volunteer Management or clicking on the 

volunteer management tab above (0:20).  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Add new Volunteer 

1. Click on Add a new volunteer under the volunteer management tab (0:30). 

 
2. The Add Volunteer screen will appear with a long list of information that can be filled 

out about each volunteer. Keep in mind this is really only necessary if the volunteer does 

not have access to technology to be able to create their own profile.  

 



3. The volunteer coordinator will also have most of volunteer’s information transferred 

from the current volunteer management software.  

4. All of this information does not need to be entered as the system will create a profile with 

all the information the user is capable of giving.  

5. The user has the ability to enter skills, availability, interests and the group they are a part 

of. 

6. Once the user has entered all of the available information click “Submit Volunteer 

Information” and the volunteer will automatically be added to the database.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Volunteer Management Dashboard 

1. The next tab under Volunteer Management is the Volunteer Management Dashboard 

(1:15). 

2. The user will then see the Standard and Advanced search options. These options are all 

used to search through the database.  

 
3. Under Standard options, the program allows the user to search through the database by 

searching for the volunteers name or email address. There is also another option to create 

a new volunteer profile which is the same as the Add a New Volunteer tab that was 

already discussed.  

4. Under the Advance options, the user can conduct an advanced search. They can find 

active volunteers, duplicate volunteers and users with photo and file attachments.  

 
5. Under the advanced search, the user can search by group options, skills, availability and 

many other categories. Click the down arrow, enter the required information and then 

select “Search Volunteer Database.” This will bring up a list of all the people who fall 

under the specified category.  



 
6. Choosing the other options, will show the users each active volunteer, duplicates or 

contain files and pictures.  

7. Once this list of people appears, there are several actions that the user can take. Clicking 

on the small box next to each volunteer on the left and then choosing an option on the top 

will allow the user to send an email, print name tags and bulk register to name just a few.  

 
8. Under the actions heading, there are several icons that represent actions that can be taken 

for each volunteer. Moving the cursor over the icons will tell you what each of them 

means.  



 
9. The user can manage, view details, update a profile, register for an event, log service or 

create quick event. Click on the option you desire and entire the required information.  

10. The first icon is the manage option and can be clicked on for any volunteer. Once this is 

clicked, the program allows the administrator to do a variety of things. The user can 

contact the volunteer, update their information, and register them for an event. 

 

 
11. The next icon allows the administrator to view details of the volunteer. Clicking on this 

icon will display an overview of the volunteer’s information and account.  



 
12. The next icon allows the administrator to update the volunteer. Clicking on this icon 

brings up the same screen as the Create a New Volunteer however, all of their 

information is entered and can be changed. 

 
13. The next icon allows the administrator to register a volunteer for an event. Simply click 

on the icon, enter the event name and choose register for this event and the volunteer will 

be registered. This screen also displays the current events that the volunteer is and has 

registered for.  



 
14. The log service feature is the next icon on this page. Clicking on this icon allows the 

administrator to select the project name, date and hours worked for the volunteer. Once 

these have been specified, click on Log Service Project Activity and the hours will be 

recorded. The administrator also has access to viewing all of the hours donated by the 

volunteer on the screen.  

 
15. The last icon here is to create a quick event for the volunteer. This is used when a specific 

event needs to be attended by a certain volunteer. Click on this icon and the event name, 



start date and time, event organizer and credit hours can be entered. Once the required 

information has been given, Click Submit Quick Event Registration.  

 
16. Remember, to view what each icon means, hover the mouse over the icon and a caption 

will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



View/Manage Volunteer Follow-up 

1. The next feature under the volunteer management tab is the Follow-up Management tab. 

This screen shows the follow up assignment listing on the bottom of the page (3:35). 

 
2. The feature also allows the administrator to search by volunteer name for a follow up.  

 
3. A follow up can be assigned by the administrator by entering the volunteer needing a 

follow up, the person the follow up is assigned to and a description. This will delegate the 

follow up to the group leader or another administrator. 



 
4. Follow up notes can also be assigned and sent in an email.  

 
 

 

 



Report Management 

1. The report management tab is the final feature that is located within the Volunteer 

Management tab (4:20).  

2. The Report Management tab allows the administrator to create one of ten different types 

of reports. 

3. The ten reports include Group Participation report, Interest Category Participation 

Report, Volunteer Participation Report, Event/Project Participation Report, Yearly 

Participation Summary Report, New Volunteer Report, Cervis Permission Level Report, 

Volunteer Summary Report by Custom Field Value, Volunteer Participation Report by 

Custom Field Value and Custom Participation Report.  

4. At the top of the screen the program gives the user an option to specify the dates when 

reports will be run and what format they will be produced in. These values should be 

specified here rather than in each report.  

 

Group Participation report 

1. The first specification that needs to be made for this report is deciding which group needs 

to be reported on. The administrator can either choose all groups or singular groups that 

have already been created.  

2. The type of detail needs to be specified. Below is a comparison between high and low 

detail in a word document format.  

 

 
 



3. The first report here shows less details and provides more of an overview of the volunteer 

hours while the second report has much more detail.  

4. Once the information has been entered, the user can click Run Report and a report will be 

downloaded and opened.  

 

Interest Category Participation Report 

1. This report is very similar to the Group Participation Report and the administrator can 

pick a category for creating a report. The report will generate a list of people who share 

this interest.  

2. The detail tab is the same as the Group Participation Report and the Primary option will 

show the volunteers who list the category as their first or second choice.  

 
3. Once the report is ready to run, press Run Report and the system will produce the desired 

report.  

 

Volunteer Participation Report 

1. When generating this report, the user can search the name and specify the level of detail 

that the report should show similar to other reports.  

2. The program also allows the user to specify to search for a volunteer that is active or not.  

 
3. The administrator can then run the report and it will be generated.  

 
4. Above is an example of a report that was generated for a volunteer. 

 

Event/Project Participation Report 

1. This report is very simple and only requires the input of the amount of detail that is 

desired for the report.  

2. However, the reservation code provides the codes for each group to register and the staff 

planning option produces an overview of the hours worked in total. Below is the staff 

planning version of the report.  



 
 

Yearly Participation Summary 

1. The yearly participation summary is very simple and allows the user to choose the year 

and the amount of detail that they want to be produced. Below is a picture of the low 

detailed report. 

 
2. The more detailed reports will show the volunteers names and even days of work.  

 

New Volunteer Report 

1. This report simply shows all of the volunteers that are new to Cervis and their 

organization. 

 

Cervis Permission Level Report 

1. This shows the volunteer’s permission levels that have higher than normal user 

permissions in their account.  



 
2. The report breaks up the volunteers into categories such as administrators and members 

of the leadership team.  

 

Volunteer Custom Report by Custom Value 

1. This report shows the reasons why the volunteers are volunteering with the organization. 

They range from high school requirements to court ordered community service.  

2. Choose the custom field, detail level and then Run the Report. 

 
 

Volunteer Participation Report by Custom Field Value 



1. This report is very similar to the previous report but it shows the work and tasks that the 

volunteer is doing. 

2. Click the level of detail that is needed and then choose Run Report.  

 

Custom Participation Report  

1. This report can be generated by choosing the type of volunteers, the events that were 

attended, the level of detail and the custom field that needs to be reported.  

2. When these have been specified Run Report can be selected.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Event Management Tab 
Event Types (5:40) 

1. There are four types of events that can be specified within the software that all serve a 

different purpose. The four events types are normal, time slot, service project and custom. 

2. All of these events are used for different purposes however, they have very similar 

features.  

3. A normal event is created when all volunteers start and end at the same time and do the 

same job. 

4. A time slot event is created when people need to sign up for different shifts.  

5. A custom event is the same as a normal event except different additional information can 

be entered that is specific to the project or shift. 

6. A service project event is used to track service hours for a project that doesn’t have 

specific start and end times.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Add New Event 

1. To create an event start by clicking on Add Event (5:45). 

 
2. Then specify the type of event. The four types have been described in the previous 

section.  

 
3. This will walk the user through the normal event, however, the other three types of events 

require very similar information. 

4. Create a name for the event and write a brief description.  

 
5. Add event private notes and additional information if it is needed.  

6. Enter the start and end date of the event as well as the number of volunteers that are 

needed during the event.  



 
7. Enter the meeting location and address. 

8. Enter the event organizer and answer the yes and no questions based on preferences.  

 
9. Continue filling out the rest of the information based on the details of the event.  

10. Once all the information has been filled out, click on Submit Event Details to post the 

event online. The administrator can see this information by viewing the calendar. This 

will be explained in the next section.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Search/Manage Existing Events 

1. Click on the link to enter the event/project management dashboard (8:40).  

 
2. The screen will come up with a variety of options to search through events. 

3. Under the standard options, the user can search by the event name, event keyword or 

even add a new event.  

 
4. To access the events, select the search method for the events on the left and enter the 

name or keyword on the search bar on the right. Click Search for Event Database when it 

is ready.  

5. To add a new project or event, follow the same procedure that was described in the 

previous section. 

6. The advanced options are a little bit different than the standard options and can be more 

complex.  

 
7. When clicking on advanced search options, it will bring up a window to search for many 

different types of events.  



 
8. This feature allows the user to search for an event by name, keyword, category, type, 

status, registration page, “pinned” status and event organizer. All of the features that are 

included under the advanced options on the previous screen can be searched for in this 

location as well. Click search for event database when the qualifications have been 

entered.  

9. The last feature is the event listing. It can either be displayed in calendar or list view. The 

list view is the default but the calendar view can be seen by selecting to display calendar 

view.  

 
 

 

 



Review Open Service Project Applications 

1. To access this tab, click on the third link under the Event/Project Management tab 

(10:10). 

 
2. This is where volunteers can request to work a certain job or do a task during their 

volunteer shift.  

3. If the administrator wants to approve or disapprove the application, they must select the 

small box to the left of the date and choose either approve or disapprove.  

 
4. Choosing to manage the selected volunteers will bring the user to the Volunteer 

Management Dashboard which was discussed in the volunteer management section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Reservation Management 

1. Access the reservation management page by clicking on the link that is under 

Event/Project Management  (11:00).  

 
2. Create a reservation for a volunteer for a certain event by entering a registration code in 

the first box and description underneath it.  

 
3. Next enter the reservation contact. This will search the database for the person that will 

be contacted. Enter the group association if there is one and then select Create 

Reservation. 

 
4. Underneath this feature, there is a reservation listing. The user can click on the small gray 

box to the left of the name and choose to manage update or delete the reservation. 

Choosing manage allows the administrator to assign a volunteer to an event. 



 
5. Enter the required information and select Assign Event to Registration.  

 
6. Choosing to update the reservation allows the user to change anything from the original 

reservation.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Event/Project Sign-in Console 

1. To access the sign in console click on the last link under Event/Project Management 

(12:20).  

 
2. This feature allows the administrator to sign in and sign out volunteers and groups. The 

screen will display the volunteers that are currently signed in.  

 
3. Simply click on sign out to sign out the volunteer. 

 
 

 



Attribute Management Tab 

Interest Category Inventory Management 

1. To access this tab, click on the first link under Attribute Management (12:55). 

 
2. The user can start by creating a new category or look at the already existing category 

below.  

3. To create a new interest category, start by entering a name, a contact for the category and 

then select a parent category.  

 
4. Enable or disable the interest category selectability and click Add Interest Category.  

 



5. Below is the inventory of interests. The user can check the gray circle on the left and 

make one of three choices. They can remove the selected category, update the category or 

show volunteers with that interest.  

 
6. Selecting Show Volunteers with selected interest will show a list of the volunteers who 

share that interest. 

7. The user can also take one of four in the actions column.  

 
8. The user is able to search for all the volunteers with this interest, volunteers who only 

show this interest or volunteers who do not show this interest. This will produce a list of 

volunteers in the window.  

 
 

 

 

 

 

 

 

 

 

 



Skill Inventory Management 

1. To access the skills management tab, select the second link under the attribute 

management header (14:50).  

 
2. The user can first add skills at the top of the page. Enter the skill code which can be 

anything the user wants. Then add the skill name and description and click Add Skill.  

 
3. On the bottom of the page, the user can search for volunteers with specific skills very 

similarly to the attribute search.  

4. Select the box on the left and choose to remove skill, update the skill or show volunteers 

with the selected skill.  

 
5. The user can also take three actions using the icons to the left of the code.  



 
6. The first searches all of the volunteers with that skill, the second searches for volunteers 

who only have that skill and the third searches the volunteers who don’t have that skill. 

Click on the icon to produce a list of the desired volunteers.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Equipment Inventory Management 

1. Access the Equipment Inventory Management page by selecting the third link under the 

Attribute Management header (16:00).  

 
2. Enter the equipment code, name and click Add Equipment to add it to the database.  

 
3. This inventory is set up the same as the Skill Management inventory. 

4. Click on the gray box and then choose either Remove, Update or Show Volunteers with 

Selected Equipment.  

 
5. There are also three icons under the actions column that can be selected. They can search 

for the volunteers with the equipment, volunteers only with that equipment and 

volunteers that don’t have the equipment.  



 
6. This brings the user to the list of volunteers. Simply click on the icon to view the list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Availability Inventory Management 

1. To access the Availability Inventory Management, click on the link under the Attribute 

Management column (16:20). 

 
2. At the top of the screen is the place to add availability. 

3. Create a code, name and description if necessary and click Add Availability. 

 
4. Underneath is the Availability Inventory. This is the place to search for volunteers that 

are available at certain times and on certain days.  

5. Check the box next to the availability and either Remove, Update or Show Volunteers 

with Selected Availability.  



 
6. The user can also make one of three actions under the actions column. The options search 

for all volunteers that are available at that time, volunteers only available at that time and 

volunteers not available.  

 
7. Click on the desired outcome and a list of volunteers with this availability will appear.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Group Management 

1. To access the Group Management tab, click on the link under Attribute Management 

(17:30). 

 
2. At the top of the page, the software allows the user to search the database. Search by 

group name, leader name or Add a new group. Select the option by clicking on the circle 

and then type in the search bar. Click Search Group Database.  

 
3. Under the advanced options the user can choose to Find All Groups or Find My Groups. 

Click on the circle next to the option to view the lists.  

 
4. Below the search bar is the Group Inventory. There are various actions that can be taken 

here. 

5. Select the box to the left of the actions and then choose to Update, Manage, Show 

Members, Show Leaders or Remove the Group.  

 
6. Under the actions column there are five icons. Simply click on the icon to view the 

desired screen.  

7. The first icon is to manage the group. Click on this to bring up several more options and 

manage the group.  



 
8. The next icon is used to register the group for an event. Clicking on the icon will allow 

the user to register the group for an event by entering certain information. At the bottom 

of the page is the list for the registration history. 

 
9. The next icon is used to search for the list of volunteers that are in this group. Click on 

the icon and a list of the volunteers will appear.  

 



10. The next icon can be used to search volunteers that are only involved in this group. This 

will produce a list of volunteers similar to the previous icon. 

11. The last icon is used to search for volunteers that are not in this group. Clicking on this 

link will also produce a list very similar to the previous two icons.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Require Verification of Volunteer Information 

1. To access the Require Verification of Volunteer Information screen, click on the link that 

is located under the Attribute Management tab (18:55).  

 
2. A screen will appear that includes red lettering. Click Yes, Proceed with Reset to reset 

the volunteer information. 

 
3. This will require all of the volunteers to update their account information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Reset Liability Waiver/Medical Release Status 

1. To access the Reset Liability Waiver/Medical Release Status page click on the final link 

under the Attribute Management tab (19:25). 

 
2. Red lettering will appear above the two actions that can be taken. 

3. Click Yes, Proceed with Reset to reset the liability waiver. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



System Management Tab 

Change Password 

1. To change the password for Cervis click on the link under the System Management tab 

(19:45). 

 
2. Enter a new password in both spaces and select change password.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Edit System Configuration 

1. Edit the system configuration by clicking on the link under the System Management tab 

(20:00). 

 
2. Click on the upside down triangle located next to the title to reveal the information that 

can be changed.  

 
3. Once the information appears, edit the text that needs to be changed and select Update 

Configuration. 

 
4. The changes that are made will appear throughout the software. 

 

 

 

 

 

 



Volunteer Data Import 

1. Access the Volunteer Data Import click on the link under the System Management tab 

(20:30).  

 
2. Follow the steps that are listed on the screen to import the file. Once the steps have be 

completed select the down arrow next to the options and specify each category.  

 
3. Lastly, select Import Data into Cervis to import the data.  

 
 

 

 

 

 

 



 

File Management 

1. Access the File Management tab by selecting the link under System Management 

(20:50). 

 
2. The user can upload a new file to the database by selecting Choose File, click on the file 

and choose Upload New File Attachment.  

 
3. The user can also view the file database below. There is a list of files that are currently 

being managed.  

4. Select the gray box on the left hand side and then Open Selected Attachment or Remove 

Selected Attachment.  

 
 

 

 

 

 



Cervis Customer Support Tool 

1. To access the Cervis Customer Support Tool click on the link under the System 

Management tab (21:20).  

 
2. This will launch a new window that contains various options for the user to get help.  

3. At the top there is a search bar which can be used to search any keywords about the issue.  

 
4. Under the search bar is a variety of User Manuals and information documents that 

explain in further detail about the features of the program. Click on the document that 

may answer questions pertaining to the problem.  

 
5. On the bottom of page there are a few links that allow the user to view future requests. 

Click on the double arrow pictured below to access the full list of documents.  



 
6. These documents are exceptional tools and will help the user to better understand all of 

the features in the software.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



View System Log 

1. To View the System Log, click on the link that is located under the System Management 

tab (21:40).  

 
2. This log contains a list of successful sign ins for the volunteers. The date, time and event 

name will appear in the chart when there is a successful log in.  

3. Edits cannot be made to the system but the user can search the database.  

4. Search the database by typing in the search bar and then selecting Search System Log. 

The successful log in will appear.  

 
 

 

 

 

 

 

 

 

 

 

 

 



Cervis User Manual 

1. Access the Cervis User Manual by clicking on the link that is under System Management 

(22:00). 

 
2. This will launch a new window that is the table of contents of the user manual. Click on 

the link that will satisfy the question or needs that may exist.  

 
3. On the right of the page is the Knowledge Based and Forum Features. There are various 

options to choose from or use the search bar.   



 
4. In addition, Cervis has an excellent customer support system and the contact information 

is located in the top right corner of the screen. 

 
 

 

 


