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Purpose of Instructions: To assist field personnel in submitting a volunteer

- /{ jobrequest. (Before proceeding with these instructions make sure you have
printed the Volunteer Job Request Form accessing instructions and have successfully
downloaded the Volunteer Job Request Form).

+ The latest version of the Job Request Form and
instructions will always be located at
www.imb.org/forms.

The Volunteer Job Request form should be used for all
Volunteers. This includes Adults, Collegiate, IWC, Youth,
Sports, Medical and Disaster Relief volunteers.

 You can print the form by using the Print button
located at the top of the form.

Click ﬂ for explanation of field.

Important: To copy text from another section or source:

*  Select text, right-click, a menu will display with
the copy and paste options. Click Copy. Locate
desired location to insert text, right-click. Click
Paste.

*  Hotkeys may also be used:
Ctrl+c=Copy Ctrl+v=Paste

This form is used for Volunteer requests only; Career and
ISC requests should be completed through the Career/ISC
job request form.

To save a new job request, type name of file in textbox
beside the browse button.

* The protocol on how job requests are submitted,
approved, etc., is at the discretion of the individual
regions. Please check with your Region Volunteer
Strategist (RVS) for clarification on your business
processes in regard to job requests. Most field
personnel do not have upload capabilities. Do not
Upload, unless you have been given specific
instructions by your region.

Red asterisks indicate required fields. Once information is
entered click the Validate button to confirm all required
information is listed and/or in correct format.

*  Upon naming and saving your job request form, the
file is given the extension .xml. The file will be saved in
c:\JobRequestv3 folder.

Click the Help button on the job request form to view and
print the complete Help file.

* The current version of the Volunteer Job Request is
3.0.

Volunteer Job Request v. 3
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Creating a New Volunteer Job Request

Open the blank Job Request Form that was downloaded
from imb.org/forms, sent by email or saved on disk.

%% Yolunteer Job Request 3.0

EEX

Upload Walidate

Various fields will be required depending upon your selections in Section 1. The best way to determine which fields you
must complete for a valid upload into Lawson, is to frequenty click the " validate” button above. Itis especially important
o click this button before you send it to the next level of approval.

IMPORTANT NOTES:

Section 1 - General Information

The Volunteer Job Request v.3.0 is a major revision. The form is divided into three sections.

Section 1: Will not be published, exceptions noted
section 2: Will be published, exceptions noted
Section 3: Optional published information

All required fields are marked with a *.
Please review each section carefully before submitting the form.

Allincomplete radic buttons will default to “No” upan clicking the Save button. Please review carefully before
processing.

You should use the Clear button above to clear all fields before opening an existing file.

Application Yersion 3.0

Mature of Request * - ?

Type of Request * |

Fiald Tracking Numbar ?
RV¥A Job Number j

Country of Assignment * | j

Enter job request information. Red asterisks indicate
required fields.

Once information is entered click the Validate button to
confirm all required information is listed and/or in correct
format. Example: Date field must be entered in the mm-
dd-yyyy format.

Type a file name in the textbox located beside the Browse
button. Ex. Voljobl

Important: The job request is automatically saved under
C:\Job Requestv3.

Click Save.

+% Volunteer Job Request 3.0

4

AND enter Population Entity ID Number (PopEntID) from »
current regional entity listing *

If more than one entity, select your primary regional entity ,ﬁ'
assignment *

MNature of Request * - ?

Type of Request * |

Fiald Tracking Numbar ?
RV¥A Job Number j

Country of Assignment * | j

City /Town of Assignment * |
Region * | j
I.am assigned to * -

1f only one primary entity, selact entity type * | -

Security Level * -
RVA Relationship Levels and Guidelines * - ?

Primary Project Type * PUBLISHED |

Secondary Project Type PUBLISHED | j

Instruction Template

Page 2 of 4




Open an Existing Volunteer Job Request

Open the blank Job Request Form that was downloaded
from imb.org/forms, sent by email or saved on a disk.
Click the Browse button to locate desired file. The
Choose File window will display.

Locate the saved job request. Click Open.

The selected file name will display in the browse textbox.
Click Open. Data will display.

CAUTION! Do not click Save prior to Open, as you
will save a blank form.

If applicable, scroll to the section of the job request that
needs to be updated. Make changes accordingly.

Click the Validate button to confirm all required
information is listed and/or in correct format. Example:
Date field must be entered in the mm-dd-yyyy format.

Click Save.

Choose file
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% Yolunteer Job Request 3.0

Section 1 - General Information Application Yersion 3.0

Nature of Request* [Hew  v| ?| J
Type of Request * [Adul [ j
Field Tracking Number ﬂ
RV¥A Job Number |E5457 j

Country of Assignment * |Ee\|ze j

City /Town of Assignment * |Bel|ze City
Region * [Middle America 3 the Caribbean =]

Iam assigned to * |hiaore than one entity
If only one primary entity, select entity type |
AND enter Population Entity ID Numbar (PopEntID) from ,— 2
current regional entity listing

If more than one entity, select your primary regional entity -
S ipmmer] Several entities

security Level * [Level 3 v
RV¥A Relationship Levels and Guidelines * |Leve| 5 ~ ﬂ

Primary Project Type * PUBLISHED |Church Leadership Development (SEC only) jﬂ

Secandary Project Type PUBLISHED |

El
Other Project Type PUBLISHED | =l

-
4 | ¥

Update an Existing Volunteer Job Request

Open the blank Job Request Form that was downloaded

from imb.org/forms, sent by email or saved on disk. Click
the Browse button to locate desired file. The Choose File

window will display. Open an existing job request file. If
applicable, update changes.

Change file name (if desired) in the Browse textbox and
click Save.

Click the Validate button to confirm all required
information is listed and/or in cortect format. Example:
Date field must be entered in the mm-dd-yyyy format.




Sending a Volunteer Job Request by Email

Address email to desired recipient (s), insert the job request
file as an attachment by clicking File in the Insert menu.
An Insert File dialog box will appear. Locate the desired
xml file (job request) and click the Insert button.

Note: how attachments are inserted into emails may vary
depending on your email application. Example used:
Microsoft Outlook
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