TEAM LEADER
INSTRUCTIONS
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ESTABLISHING YOUR PROFILE AS A TEAM LEADER

1. Go to www.campkatrina.com
2. You will see two option at the top of the page—Login and Register
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Welcome ta Camp Katrina, AKA Christian Life Center. a ministry of Christian and Missionary Alliance
Church! The primary site for Camp Katrina can be found at ww clequlfcoast com. This site serves as a
means for volunteers ta update their personal information and skills assessments. I you're a trip
leader/coordinator, you can register as a leader and use the site to set up volunteer trips. Also, once
volunteers enroll with the site, they will be able to receive newsletters from Camp Katrina via emaill

If you wish to set up a volunteer team for your church. Please contact Shannon Lenox at
info@clcquifcoast.com or at 228-466-3880.

For documents ta help you plan your trip click here

1 Recent Publications

Operation Finish Well. Update #6a - 11/28/07
Operation Finish Well_Update #6 - 11/28/07
Operation Finish Well. Update #5 - 10/29/07
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3. REGISTER.
A. Enter all of your information

O & e o = 1. Account Information
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- Enter your email

- Create a Password

- Create a Security Question
- Create a Security Answer

Iy CTTISTRUT LATE CeTeT

Mew Volunteer Profile
Aescsunt Infoematioe 2. Enter ALL your personal contact
Information to include:
- First & Last Name
- Cell Phone

[T

Pafionil Conlie! inffrnition

- Address
o - Birth date (this is important)
gy 3. Your Church or Organization
Please complete all of this |
: information—it is extremely important as

you are the team leader.

1om s g b sy IMPORTANT—PIlease check the “I am a group
i — leader” box. Once you hit save—an email will be sent
to CLC to approve you as a Group Leader. You will
e Y — . . .
) then receive an email stating you are accepted as a
Sssm—— — - group leader.
4. Skill Assessment
E-Mail Preference PLEASE COMPLETE EACH Category.
SeveProfic | =reg 5. SAVE PROFILE

i e DON't forget this.
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IMPORTANT: You MUST coordinate your basic trip det
info@clcgulfcoast.com in addition to entering this

1.
2.
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SETTING UP YOUR TRIP

Go to www.campkatrina.com

Login to your profile

information

ails with CLC staff at

online.

login until you have registered.

/ |_—{Login—Note that you cannot

Login using the information you used in establishing your profile

I

Enter your User Name and
Password you created during
the “Establishing your profile
as a team leader” step on the
previous page.

You now have a new option available.

/

Select “Trips” to begin the
process of establishing your
trip as a team leader.

Welcome to the Planned Trips Page.

|

Select “New Trip” to begin cre-
ating your trip. (NOTE: Your
trip does not show up on the
calendar unless you have

) Uont show past tnps p——
Trip Name Estimated Headcount Action
Create your trip
Volunteer Trip Details ]
l Save?r;_! |7C:ancg|7_\
Volunteer Trip Details
Trip Leader (e-mail)
Amival Date: (Dste you will smivate st camp) Amval Time: 1~ 00 AM >  (estimsted amival time)
Departure Date (Dte you will leave from camp) Departure Time: 1 = 00 AM ~ (esimstes departure time)
Headcount Estimate:
Team Members: L Add_j

Your email address will appear
automatically.

Enter your Arrival Date & Time
(update as the time of your trip
gets closer)

Enter your Departure Date &
Time

Enter an estimated headcount
of volunteers (update often)
Hit SAVE TRIP at the top of
the page—or all info will be




TEAM LEADER
INSTRUCTIONS

ADDING TEAM MEMBERS TO YOUR TRIP (Page 1)

NOTE: Profiles for team members need completed no

your arrival—suggestion: Add members later than

1. Go to www.campkatrina.com

4

later than 2 weeks prior to
weeks prior to your trip.

2. Login to your profile (see Instructions #2 & #3 on Page 4)

3. Enter “Trips” Page (see Instruction #4 on Page
4. You are now on the “Planned Trips” Page

4)

Below “Trip Name” you should
see the dates and estimated
headcount for your trip. Select
“EDIT TRIP” on the trip that you
would like to team members to.

5. Set up your “New Member Email” prior to adding team members

//

1.

Establish a “welcome Email” for the team
members you add. NOTE: Each time you
add team members and save their informa-
tion to your trip—they will automatically re-
ceive this email along with a link that will
take them directly to their profile for them to
update. Each team member’s profile will be
started by you adding their name and email
address—then it is your responsibility as
the team leader to follow-up and make sure
everyone has completed it.

Make sure and hit SAVE prior to doing
anything else.

3. Hit Add to begin to add team members
6. You now have a new option available.
— 1. Enter the first and last name of the team
4// members you would like to add
A\ (city and state not necessary)
2. Hit the Search/Add button

One of two things will happen

B. If there IS an existing profile  for
that person you will have an option to

A. If there IS NOT an existing profile
for someone by that name—it will take
you to a new profile screen.

(see next page for next step)

select that person or to ADD NEW
TEAM MEMBER.—if you select that
person you just need to hit save and




TEAM LEADER
INSTRUCTIONS

ADDING TEAM MEMBERS TO YOUR TRIP (Page 2)

7. You are now at the “Create New Profile”

- If the new team member DOES NOT have an
/ email—you as the team leader are responsible for

gather this information and enter it into their profile.
- If the new team member DOES have an email—
they will receive a link to their profile that is emailed
to them along with your introduction letter you al-
ready completed in step 5 on page 5. You are re-

sponsible for making sure they complete this info no
later than 2 weeks prior to your arrival.

—

HIT Save Profile when complete

8. Trip Details Screen
(the screen you automatically come back to after adding a member)

L1 1. Continue adding team members by hitting the Add but-
ton.

— 2. As you add members you will see them listed below
“Team Members”
3. IMPORTANT: Hit save trip at the bottom of the page
before exiting this page unless you are adding another
member—otherwise your work will be lost.

4. You can go in and edit trip information, team member
information, or add team members at any time.

TEAM UPDATE INFORMATION
This Box is to help you communicate to your team through-
out the planning process. At anytime throughout the plan-
ning process you can enter information in this box and click

“Send Notes to all team Members” and what you have written
will automatically be emailed to anyone on your team that
has email.

SUGGESTION: As you enter notes to be emailed place the
date above your notes, then when you go to enter additional
notes place them above the last ones entered. This will al-
low a new team member to receive all past notes for context
even if they do not get added to the trip close to the last
minute.




