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Here’s the scenario: 

Your organization provides services to the elderly in your community - such as shopping for 

groceries, picking up medication, meal delivery, yard work and home repairs. 

Clients are referred to you through social service programs, local 

senior centers, churches, family, and friends. 

Each client can sign up for as many services, or benefits, as 

needed.   

You’ve already entered your current client list into your Patron 

Software database (see “Case Management – How Patron 

Software Can Help” for more information on adding, and 

managing, your clients and program participants).  

With so many clients to serve, you depend a lot on your volunteers.   

But finding an available volunteer and managing the overall volunteer schedule 

can be overwhelming and time-consuming.   

Because your clients really depend on you, you want to make sure that no one is left out or 

forgotten. 

 

Here’s the mission: 

Grow your volunteer corps and organize it so that everyone who wants to help is matched up 

with a job that needs to be done. 

 

 

Maintain a schedule so that your clients’ needs are met in a 

timely manner. 

Make sure no one is left out. 
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To help grow your volunteer corps, you decide to set up a booth in the up-coming Community Day to 

help raise awareness of your organization and to sign-up new volunteers. 

Use Patron Software’s Event Management function to create a new Event and assign your Volunteer 

Manager as the event coordinator (see “Managing a Fundraiser – How Patron Software Can Help” for 

more information on setting up events and activities). 

 

 

Congratulations! 

 

 

 

 

 

 

Community Day was a huge success and many people signed up to volunteer.   

They are excited about your program and are ready to get started. 

 

 

Now you need to review and organize all of the volunteer applications so that you can begin the 

task of assigning jobs to each volunteer.   

You can enter each volunteer’s information directly into Patron Software, or if all 

you need to enter at this time is the volunteer’s name, address and contact 

information, you can use the Volunteer Import feature.  
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Patron Software makes it easy to enter all of a volunteer’s information.  Open the Add a New 

Volunteer screen and start entering data.  You can even include a photo! 

 

 

With Patron Software, you can add much more than a name and address.  Include information 

about the volunteer’s employer, or school.  Also, emergency contact and medical information 

can be stored.   

 

 



VOLUNTEER MANAGEMENT 

5 

 

But, what’s really helpful is the screen where you check the days of the week, and times of day, 

when the volunteer is available.  You can also include when then volunteer is NOT available! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Include all of the service areas 

listed by the volunteer. 

 

Knowing when a volunteer is 

available and what his/her 

preferred areas of service are, 

can save your volunteer 

coordinator many hours. 
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Now that you have entered information for all your new volunteers, you’re ready to start putting 

them to work. 

 

Your first task is to find someone who is available next Saturday to drive Mrs. Martinez to the 

grocery store. 

 

Use the Volunteer Lookup feature in Patron Software to find which volunteers match your 

criteria. 
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With just a few clicks of the mouse, you’ve found 6 volunteers who are available on Saturday 

and have listed “Chauffeur Service” as an area where they are willing to work. 

 

  

 

 

 

 

 

 

 

 

 

 

 

So, now that you have a list of volunteers that meet your needs, 

you need to contact each one to see who is available to drive 

Mrs. Martinez to the grocery store on Saturday. 

Patron Software’s Next Steps gives you several options.  You 

can generate a report that lists each volunteer and his/her contact 

information, print mailing labels, create a personalized 

mail/merge document, export information to an Excel 

spreadsheet, add each volunteer to a distribution list or send each 

volunteer in the list an email. 
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If you, or a staff member, is going to call each volunteer then you might decide to print a Name 

and Address List. 

Every report generated in Patron Software is presented in Preview Mode.  The Patron Software 

Print Toolbar is also displayed.   

 

Print Toolbar 

 

Page Setup 

Print Report 

Email as Attachment 

Publish in MS Word 

 

 

 

Being able to email any report that is generated in Patron Software is very convenient and can 

be a huge time-saver. 

 

However, sending an email is probably the quickest and most 

efficient way of reaching each volunteer.  Selecting Send Email 

from Patron Software causes your default email browser, such as 

MS Outlook, to be displayed.  Each volunteer’s email address is 

already inserted into the BCC text box.  All you have to do is enter 

your message, click Send, and wait for a reply. 

 

It didn’t take long!  

 

One of the new volunteers, William Johnson, replied right away that he is ready, willing and able 

to drive Mrs. Martinez on Saturday, and to help her with her grocery shopping. 
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Now that you have a willing volunteer, enter the information into the Volunteer Schedule. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The volunteer scheduler can be used to schedule volunteers for events, programs, or services.   

For example, if your organization’s annual fundraiser includes a performance, you may want to 

schedule volunteers to greet your donors and to help them find their seats.   

Or, if your organization offers programs such as after-school mentoring, you can schedule a 

volunteer for that. 

You can also use the volunteer schedule to schedule administrative tasks, such as stuffing 

envelopes or updating your donor address list. 
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After completing the volunteer schedule, you can generate a variety of reports which can then be 

emailed to each volunteer, or to the volunteer coordinator.  Select your parameters, then click on 

Run Report. 
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Saturday has come and gone.  You’ve received an email from William Johnson that everything 

went well with Mrs. Martinez.  He arrived at her house on time, took her grocery shopping, 

helped put the groceries away, and then had a cup of tea and a nice visit with her. 

Use Patron Software’s Apply Volunteer Hours feature to record the date and hours that William 

spent with Mrs. Martinez. 

 

 

 

 

 

 

 

 

 

 

 

Patron Software tracks the total number of hours a volunteer works for your organization.   
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Many organizations acknowledge each volunteer after he/she has accumulated a certain number 

of hours worked.  For example, your organization may give a volunteer a gift certificate to a 

local restaurant after he/she has volunteered 20 hours.  In Patron Software, reward levels are 

called vouchers.  Each week, run a Distribute Vouchers report to see which volunteers have 

earned an acknowledgement. 

 

 

 

 

           07/12/2009 
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With Patron Software’s Volunteer Log Report Options screen, you can generate a report to meet 

your specific needs.   

For example, if your organization uses students as volunteers, and you need to report to the 

school the number of volunteer  hours each student has accumulated, click on the Show Students 

Only option. 

 

 

Or, you might offer a program which is sponsored by a funding source that requires annual 

reports.  You can select the program from the list and generate a report of volunteers who have 

worked for that specific program. 
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With Patron Software, you are able to maintain complete records of all of your volunteers and 

how they have served within your organization. 

Patron Software makes it easy to… 

• Match the right volunteer with each task 

• Schedule a volunteer to help out with general office work, a special event, a 

program, or as a service to one of your clients 

• Track and report on student involvement 

• Report back to your funding source 

• Reward each volunteer when he/she achieves a service goal 

• Know who referred the volunteer to your organization 

• Generate dozens of reports 

• Find the volunteer you need with just a few clicks of the mouse 

 

• And so much more… 

 

With Patron Software you spend less time juggling paperwork and more time doing what’s 

important to you – serving your community. 
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If you believe that Patron Software may be right for you, 

your staff and your organization, please contact us. 

We will be happy to answer your questions about Patron 

Software and your record-keeping needs. 

(877) 898-3981 

info@patronsoftware.com 

Patron Software, Inc. 

201 Lawton Circle 

Wilmington, NC 28412 

 

Thank you! 

 

 

 

 

 

 


