
INSTRUCTIONS FOR THE VOLUNTEERS DATABASE  

We have input the data you sent to us in an Access Database, so we can 
have a way to extract specific reports on these volunteers. We would like 
you to keep trlis Database in PT for your Cont, by adding any additional 
data on each of the current ones or adding new ones when you clear 
them. 

This Database can be used by your Cont as a recruitment pool for local 
projects and for staff, since OSA volunteers are the primary candidates for 
DSA/OSA posting. 

When you access the Database, you go in the section called "TABLES" and 
there you will find the table for your Cont. Open it and you will have 
different fields to fill in (where there are omitted data) or to change if any 
data is incorrect or not applicable any longer. 

Under the column of "Cleared" you have to say "yes" or "no" based on the 
PT data as per the comm you received with these instructions. If there is 
any additional data, because somebody is under handling but could be OK 
in a few weeks, or if somebody is OK only for PR event type of activities, 
not more secure projects, add the data in the column "Other" 0r "Trusted". 

A simpler way to input the data is to go into the section called "Forms" and 
you will have a simple form where you can write the name of one of the 
existing volunteers and all the data will show up in the form, or you can 
add new names. The names of the fields/columns are the same. 

We have also added the same Database in an Excel spreadsheet, so if you 
do not have a Database, you can use Excel, the way to fill in the fields is 
the same. 

Let us know if you have any question. 
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