How to Add Qualifications
*using the example of Olivia’s dog training volunteers 
1. Using Oliva’s email, you will go into each volunteer’s profile and add the “approved for dog training training classes qualification” 
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2. Open Galaxy Digital and click the “User” tab on the left of the screen 
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3. Copy and paste the name or email of the volunteer into the search bar 
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4. Click on the user’s first or last name to open their profile. Then, click on the “Qualifications” tab 
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5. Click the “Yes” Circle by the first question. 
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6. Scroll down and select “Submit Qualifications.”
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[bookmark: _GoBack]Note: This process is the same for any qualification that you need to add. 
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User Filter (1,347 results) T @ Table Filter
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6010308 user Jason Hayes Ihayes@humanecharlorze.org Mar 29,2023 Mar 29,2023 active /e
5000867 user Hailley Johnson hjohnson@humanecharlorze.org Mar 29,2023 Mar 29,2023 active /e
6000299 user Wiliam Yoop eddresser@protonmail.com Mar 28,2023 Mar 28,2023 active /e
6008769 user Ashley Cunningham ashleynoel1392@gmail.com Mar 28,2023 Mar 28,2023 active /e
6008373 user Gregory Randal gregorymr95@yahoo.com Mar 28, 2023 Mar 28,2023 active /e
6007275 user Brittany Grishaber brittanythag199@Yahoo.com Mar 28,2023 Mar 28,2023 active /e
6005373 user Emma Brand ‘emmabrand2437@gmal.com Mar 27,2023 Mar 27,2023 active /e
6004043 user Sydney Rimmer sydney.rimmer@yahoo.com Mar 27,2023 Mar 28,2023 active /e
6002574 user Kate Norman katenorman@suddenlinknet Mar 26,2023 Mar 26,2023 active /e
6001845 user Ryleigh Kellum ryleigh kellum@gmail Mar 25,2023 Mar 25,2023 active /e
6001810 user Natalie Swanson nswanson24@charlotsecountryday.org Mar 25,2023 Mar 26,2023 active /e
6001783 user Latoya Brunson latoyab100@gmail.com Mar 25,2023 Mar 25,2023 active /e
I — Jason Richeer theconceprualportal@icioud.com Mar 25, 2023 Mar 25,2023 active /e
6001652 user Donald Hall don5777hall@gmailcom Mar 25,2023 Mar 28,2023 active /e
6001644 user Aexandra Schenk slexandraschenki2@gmail.com Mar 25,2023 Mar 25,2023 active /e
6001643 user Emily Keane ekeane2123@gmail.com Mar 25,2023 Mar 25,2023 active /e
001638 user Caitin Murphy cmurphy@cannonschoolorg Mar 25, 2023 Mar 29,2023 active /e
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5852027 user Alyssa Finkelsiein slyssafinkelstein16@gmail.com Jan 24,2023 Mar 29,2023 active /e
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Incomplete Qualifications

Have you completed the Dog Training Quiz and been
contacted by HSC's Dog Trainer, Olivia Smith?

Have you attended the Dog Training Assistant class?

Have you interviewed with the Education Program team
and completed the background check?

Have you completed the required training to be a Clinic
Services Maestro?

Have you completed Dog Walking Training Shift #12

Are you a qualified Education Program Volunteer that has
attended the Birthday Party Committee Training?

‘Are You Hispanic or Latino?

What is your race and/or ethnicity?

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No
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Have you completed the Development Training and Yes
contacted the Volunteer Programs Manager?

SUBMIT QUALIFICATIONS




