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BE A SCHOOL VOLUNTEER &
(For Parents and Community Members)

Be a School \_I_olunteer is a Web-based applicati_on Log in to the Community Portal
developed to facilitate and expedite the process of becoming . .
a school volunteer. Employees, Parents, Students and | Continue here to access the Community Portal.

Community members will be able to apply online to .
different locations for different service activities. [To access the Parent Portal, go to Login to the Parent

Portal section, on page 2.]

Parents/Guardians and Community members must have an i
account with Miami-Dade County Public Schools (M-DCPS) | From the Community Portal Access page,
to be able to access the Be a School Volunteer application
on the Portal. This user guide will provide instructions on how = ity Psial
to apply to become a school volunteer. g ACTESS

See these user guides to register for an account:

* Parent Account Registration
http://myportal.dadeschools.net/parent/

* Community Account Registration Process
http://myportal.dadeschools.net/community/

Note: If you are a Parent/Guardian with a joint Parent
Account, and both Parents/Guardians would like
to participate in the volunteer program, one Parent/
Guardian will use the Parent Account to apply for the
volunteer program through the Parent Portal. The other _
Parent/Guardian must register through the Community w
Portal to obtain a Community Account. With the
Community Account, apply for the volunteer program
in the Community Portal. [See the Community Account
Registration Process user guide, step by step instruc-
tions: http:/myportal.dadeschools.net/community/.]

sl Community
e Account

Registration

user guide.

Getting Started

To access the Portal,

ngging in?
BSTRUCTIONS

V¥ Click Login to Community Portal

V¥ Open the Internet browser

Vv Type www.dadeschools.net The Log in screen will display.
V¥ Click Community tab or Parent tab

On the dadeschools.net Community or Parent page,

Ii;;b:;:’h‘:ols.nal ._'-' -
P To log in, enter your username and
password below:
H ! Do Dadeschools.net . -—Tﬁ Username;| C1234567 *
\ papertes e Password: |"""" ﬁi’ﬂ
wy ; N b
[ . L5 -
ERR-- i -
@ =
N S v Type your user name

o Lo v Type your password
: . ¥ Press Enter

¥ Click Login to Portal | The Community Portal page will display.

The Portal Access page displays.

Miami-Dade County Public Schools 1 Information Technology Services
Page updated September 2009
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Community Portal - Services and Sites

From the Community Portal page,

Com~ .y Portal

Apply today to participate in a Miami-Dode County
Fublic Schools community program,

Mo yGu can agply Grne i become s mamber of Gne o mans -
DEPS commurty programe. I you havant dene 50 yat, dhck on cna
of the fenkcs bekam to get started

» Ba a CEO Internship Provider!
» Title I SES Provider Registration

District News and Fvents

V¥ Click Services/Sites tab

The Community Portal Services/Sites page will display.

{¥ou have no suhoraton 6o wse this Link)

Title 1 523 Provder Ragatrabon

V¥ Click Be a School Volunteer

The School Volunteer Program: Volunteer Registration
page will display.

[To continue, skip the next two Parent sections and
go to Volunteer Registration on page 3.]

Log in to the Parent Portal

If you are a Parent/Guardian with a Parent account,
continue here to access the Parent Portal. [To register
for a parent account, see the Parent Account Registration
user guide: http://myportal.dadeschools.net/pdf/
parentAccountRegistrationGuide.pdf.]

Parent Portal
Access
STUDENTS FMPLOYEES

_ PARENTS

WAL yous rebed B0 Know

1 obtsin the

® Toereste  new Parent Azcount you

® Rimkes 24 hours &

From the Parent Portal Access page,

Parent Portal
Access

[ 2.4} Have @ Parent Account? 1
“— (Registered Users)

T

Portal Fiyer

Dan't Have an Account?
! {181 Thimie Users)

1, Forgot your Parent Account
— st NameT

Reset Praaw

Account
Registration
user guide.

Havireg dilficulties kogging in?
Chiek heve to GET INSTRUCTIONS

V Click Login to Parent Portal

The Log in screen will display.

To log in, enter your username and

password below:

Username: P1234567 <
Password: |uuuu ﬁﬂ

VvV Type your user name
VvV Type  your password
V Press Enter

The Parent Portal page will display.

Miami-Dade County Public Schools

Information Technology Services
March 2009
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Parent Portal - Services and Sites

From the Parent Portal page,

To bast view, phedse use the litest verson of
Microsoft Intermet Explorer

13072069 201 PN

/17008 237 A4

FLOREDA KINCARS - Aficrdsble heskth Insursnce &
oy Dyt Aetonrd

/22008 9229 40

Eode of Sudent Condoct
By Sy
PLEASE CLICK WERE T VIFW.

1214007 104 M

Panspameat | Resat

Pasmted 147007 12150 A
By Sywiem Acoount

‘ 15, 007, g b wartatery, 118 el M
v e el here.

ere Serercements. )
oy dystem Besrn

Code of Student Cosduct
o Sywtem Acomant
PLEASE CLICK PERE 102 VIEW,

M:\-vzaum 13, 2007, P Bese 0 oo b sy, thoe tha sk, B you

V¥ Click Services/Sites tab

The Parent Portal Services/Sites page will display.

Schanl Bausdary Infsemation
sCRun

Succiemaresl Tducationsl Sarvces

V¥ Click Be a School Volunteer

The School Volunteer Program: Volunteer Registration
page will display.

Volunteer Registration

The Volunteer Registration page will display the first
time the applicant (Parent/Guardian or Community
Member) accesses the School Volunteer Program
application. Volunteer applicants must complete required
fields which include, Name, DOB, SSN, Address, Emergency
Contact Name, Emergency Contact #, and Ethnicity.
[See My Personal Info section on page 5 to update the
volunteer’s personal information.]

Note: Name, Address, and Date of Birth must be

accurate or clearance process will be delayed.

From the Volunteer Registration page,

School Volunteer Program: Volunteer Registration

11291345 B45METEY /

“Dats of Brth ool Securty Nusber

L e Frat Hame e e

13136 SW 26 ST

“Home Address Aot

Meam Flanda ™ ExN

oty et “o Cade

H5-999-9999 TeE-EE58388

“Primary Prone Second Phone: Thed Phane. Emad

Gender! “Ethwwoty! “Race (Choode ol Tt aoply ]

Crmale ) Female OHeperic  Elwiike [lolack [lAsion [FAmerican indisnee [ ative Hawsilan or

Algshan Netrve Pucific lander

Wilarm Kelly TeEaz 222

“Emerpercy Contact Mame "Emergency Contact &
A yous bilrgad? Cives @0 Larguage | Flaase Select -
£l enforcement, & frefghier, d . L
aion, 8 sty or relstorn,  OYes @ino

Scers o 8 S o e
:nw;‘.vawu:_e‘mafmmtnml) #pien of Gy, been placed n pre-nal meneeSon g S
You - L, (el

o), or bt & crmnal recons mesied o expunged? O¥es Eno

19 s wwamed ves 1.2 of e b e, st ek ety e o gt of o oo e

mrest. Any -1-\.r\!|ur wth & cewal record. 1 nct »;u.nu-ra cared by the Schodl volrsesr Ofice, Human Rescurces and the O

Blean it ol A vokeer i may b i at oy s, ot of mitee MO0 20t okintn. A okt st el g crer e
o P T v kg ek ¥ the 4GP Vokmimes St Geom

When finished,
¥ Click Submit
The message window will open.

The message “Continuing will require an identification &
background check. Are you sure you want to continue?”
will display.

Windows Internet Explorer

\?2 Continuing will require an identification & background check. Are you sure you want to continue?

OK

¥ Click

The School Volunteer Program: Volunteer Interests page
will display, if the initial clearance process was successfully
completed. If it was not, you will be prompted to correct and
resubmit your information.

Select Volunteer Interests and Locations

Volunteer applicants must select school location and type
of service activities they are volunteering for. Volunteer
applicants will be processed by the system according to
the level for the service activity they selected.

Level 1 activities will perform an electronic background
check and the school will be able to approve or deny the
volunteer immediately.

Level 2 activities will require fingerprinting.

Miami-Dade County Public Schools

Information Technology Services
March 2009
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To select a location and service activities,

School Volunteer Program: Volunteer Interests

My Personal Info
and User Guide

Select & Locatio

Seict  tew Volunienr ocetion... =
Select One or Mare Service Activities
Lewel 1
Do Clescentions sucent  Clpmagrsa [lsaudent servces
Casssrcon Clearow [Thrisomn parent Dlruese

Dlcerka ioffce)  DlutraryMeds [ specel Cb Soonsor [lirrer

Cloay Chaperone Clmuse

Level 2

Clovernght Chaperone
Cmakestod in Chidren®

Dluistenesfovente™
ClMentar - other®
[Imeite schosi Phys Edjamietc ass: [ | women of Tomorow=

Clogtrothers Big Sstess™
Ll certhed volnseer®

ey vear mam=
* Thesa actrvities have specific training certification requirements. Far more detads Click Hers,

<

Messages

Why should | volunieer? Peage Clok Mere.

V¥V Click Select a New Volunteer Location... drop-down

menu

[By pressing a letter within the drop-down menu, the
application will take you to the first entry that starts
with that letter.]

V Click Student Relative box, if applicable

Select one or more service activities. [Please select Level
2 activities first. Level 2 requires fingerprinting, which
will require more time.]

¥ Click
V¥ Click

service activity boxes to be selected
Submit

For Level 1 service activities, the message: “Your application
is pending approval at SAMPLE LOCATION NAME. Please
visit the location’s volunteer coordinator with a photo ID
for final approval.” will display. The date and time will also be
displayed.

For Level 2 service activities, please follow the instructions
in the Messages section for the fingerprinting process. You
can select additional activities at other schools while
you wait for Level 2 approval (fingerprinting).

School Volunteer Program: Volunteer Interests

Select a Location

Student

Location =
Relative

52401 SOUTH MIAMI K-8 CENTER,
wl & New Volunteer Location... « O

Select One ur Mure Ser Activities

Delete
and Edit
options.

[ Exceptionsl Student | Student Servives
[ leapow
[Cluiraryedia

rusic

Clgamt
I | classrocm I Tutor
O] Glerical (office)

[Coay chaperane

Level 2

[ avemight Chaperane
[ akestod in Chidren®

Ciistener ayente=
[ tentor - other=
[ madcie schoal Phvs Ed/athiens Asst

[ ig Brothers Big Sisters™
[ certified volunteer=
Dty vear mami=

Messages
section.

[l wiomen of Tomorrow=

* Thess artivities have specific training/ certificatinn requirements. §or more details Clic

Messages

1/26/2010 2:42 PM Your applcation Is pending approval at SOUTH MIAMI K-8 CENTER. Pleass wisit
the location's volunteer coordinator with a photo ID for final aporoval,

Check the status of your application, (approved or denied),
under the Messages section, in the Volunteer Interests
page.

IHcasaues

3/17/2009 1:26 PM Thank you. You have been approved at SAMPLE SCHOOL NAME, Please Click
Here

If your application is approved, the message “Thank
you. You have been approved at SAMPLE SCHOOL
NAME. Please Click Here” will display.

[The Please Click Here is a link to the School Volunteer
Policies and Guidelines.]

You may apply to additional schools, if desired.

Edit Service Activities

To edit the school location service activities selected,

School Volunteer Program: Volunteer Interests

5241 SO0UTH MIAML K-8 CENTER,
Select a New Velunteer Lecabion... « 0O

Select One o More Service Activities
Level |

Dl ClExceptionsl Studert ~ CIPTAPTSA [mEE R
[m =P Dlrarcr [ (mp ™
[ Clerical foffce)  [ClLbraryiMeda [l speca b Sporsar  [lother

oy Chacerore Clrause

Levei 2

g Beothers By Saters®  [isbenes Ovente™ Dot Cugerane

[cersfied vonzeer [stentor - other= [ rabsstock in Chigren®
oty Yoar Momi= ot schoot Prvs Ejamietc Aast L women of Tomorraw=
* Thoese sutivilies have syesific Glish Hers.

Hessages

L/T6/2030 21427 Your aopcation i spproval ot SOUTM MLAME K-8 CENTER. Piease vt
ol

perang
‘#he location’s volunieer coondinator with a photo 10 for final aporow

the edit option

¥ Click

The page will change to display the service activities. Make
changes/additions as needed.

the LH save option
the

¥ Click

V Click cancel option, to cancel edit mode

School Volunteer Program: Volunteer Interests

Select One ar More Service Activities
Level 1

[=lBand L Jewrepberal Saders [ IPTapTSA [ 5nslens Services
[ caassroon Crasow [CIroom parent Clrusee

O O O Dl sther

[loay Shaperone  [Iisie

Level 2

0 O Clovemsht cheperone
[eersted volrteer™ [Merster - Other= [ rakestock in cridren=
oty rea am® [Imscdie schasl Phys Edfatletc Asst [ Jwomen of Tomorraw™

* Theas artistion have ypardic raising | rortlication mequiremests. Far mers detads Click Hers,

Messages

The Messages section will display your application status.

Miami-Dade County Public Schools

Information Technology Services
Page Revised January 2010
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Delete School Location

Volunteers may terminate their services at a school location
by deleting the location from their application. A volunteer’s
services may be terminated at any time, by the principal or
the volunteer.

From the School Volunteer Program - Volunteer Interests
page,

School Velunteer Program: Volunteer Interests

[Clexceotonsl sadert  CleTaprsa

[Dtand

[Cctsesrosm Clraeow [lroem Farent s
Ccterest joffes)  [lutraryprecia Clspment ch sponeer [ cither

Clowy Superone [l

[5axdent Services ‘

Level 2

Degsretern sg sty Cussene oyente®

[ certhed vokrtess™

Claty vear Mam=

* Thasa

Cserter - othe™
[l metebe 5o Prvs Ediatriete &t

Hessages

For mare detsdy Chck Hare,

[ Takestod in Cridren™

Clovernght Chagercne
[ wermen of Tomeerow®

LI26/2010 2:42 P Your applcation s pending aproval at SOUTH MLAM] K- CENTER. Mease visit
the lecaton's velunteer coordinaioe with a phots ID for final aporoval.

V¥V Click the >< Delete option

The message “Are )'{olV Il Windows Internet Explorer
sure you want to delete
this location?” will display.

\?/ Are you sure you wank ko delete this location?

¥ Click OK

The school location will be deleted from the page.

My Personal Info

Use My Personal Information page to update the volunteer’s
personal information. My Personal Info is located on the left
menu panel of the School Volunteer Program page.

From the School Volunteer Program page,

V¥V Click My Personal Info, on the left menu panel

The School Volunteer Program: My Personal Information
page will display.

Volunteer
Placements, e
click to go
back to SVP.

School

. unt ll I

13135 SW 2 5
e 2aem

Miams Fonids - amrs
oy b “Tocece

305338 5838
oot e Trwd Phere.

3052322332
TErerpmey Gorasct Enal

The fields that appear in yellow are required. The fields with
grayed-out text cannot be changed.

V Click the field to be updated
Vv Type new information
¥ Click Submit

The message “Update your personal information now?”
will display.

¥ Click OK

The message “Your information was updated” will display.

V¥ Click OK
To go back to the School Volunteer Program (SVP) page,

V¥ Click the Volunteer Placement link, on the left

menu panel

Exit the Portal

It is important to close the School Volunteer Program Portal
application or any other Portal application you are working on
and exit the Portal to prevent access to your Portal by others.
From the School Volunteer Program application,

V¥V Click the Applications/Sites tab

From the Applications/Sites page,

V Click the Logout button, in the upper right corner

of the page
The Message “You have successfully logged off of the
system” will display.

V¥ Click the in the upper right corner to close the

page

You are now logged out of the Portal.

Whom to Contact for Assistance

For assistance regarding the School
Volunteer Program, contact the Office
of Community Services at 305-995-2995.

For School Volunteer Policies and
Guidelines, go to the Become a School Volunteer \Web page
at: http://community.dadeschools.net/!svp/school-vol.asp.

Miami-Dade County Public Schools

Information Technology Services
Page Revised January 2010






