Solve for Good
How to Publish Your Organization’s Project

In this step-by-step tutorial, you will learn how to register your organization on the Solve for Good platform,
create a profile and tasks for your project, and accept and review work from volunteers.

Solve for Good is an online platform for social good organizations to post projects they need help with, for volunteers
to help scope those projects into well-defined problems, and to help solve those problems. To start working on

projects, you must create an organization account, complete an organization profile, and allow for volunteers to apply
and work on your project.
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Understanding the Solve for Good Project Process

The diagram below depicts a simplified version of the project process for projects placed on the Solve for Good
platform. Organizations and volunteers work together to complete their projects, with opportunity for collaboration
and quality assurance.

Importantly, Tasks are the main unit of work for a project. This tutorial will go in depth about how to apply to a

project’s Task and the purpose behind each step.
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Sign up for Solve
Press the “sign up” button.

To sign up as an organization, press the Post a project
now button the Solve for Good homepage SIGN UP
button on the Solve for Good homepage (highlighted in
red in the image on the right). You may also sign up
using the other orange buttons.

I HOME ABOUTUS PROJECTS ORGANIZATIONS VOLUNTEERS RESOURCES OGIN

{ome / Select your account type

What type of account do you want to create?
Select the option below that fits your role the best:

Social Good Organization member Volunteer

Social Good Organization members can: Volunteers can work on existing projects through applying
©  post new projects for tasks that are open on a project. After signing up, edit
© manage existing projects your volunteer profile and add your skills so you can be
© manage volunteers, and matched to project tasks that match your expertise.
© perform reviews on their project tasks We need volunteers in four roles (check the roles that

interest you):
After signing up, you will be able to join an existing

organization and/or create your own. O Project Scoping
Don't worry, you can still volunteer if you join the site as O Project Management
an organization member. O Data Science

O Review/QA

Don't worry, you can stilljoin social good organizations
and submit projects later if you want.

Sign up as a volunteer

DSSG SOWVE

HOME ABOUTUS PROJECTS ORGANIZATIONS VOLUNTEERS RESOURCES m 0GIN

WORK THAT MATTERS

What is ?

Solve for Good is an online platform for social good organization to post projects they
need help with, for volunteers to help scope those projects into well-defined
problems, and to help solve those problems.

For social good organizations For volunteers

Solve enables organizations to use data-driven methods to
better achieve their ns. Post your project to connect
‘with skilled volunteers who can:

Solve for Good needs a global community of volunteers that
are passionate about using technology and data for social
good. If you have project scoping, management, or data

science skill, join us to:
* Understand your goals and help scope projects

Work with you and other volunteers on those projects
*  Review the solutions and give feedback
* Help you understand and operartionalize the results

« Apply your skills for work that matters
Collaborate with other smart and passionate
Volunteers
Gain data science experience and build your portfolio
of work
Showecase your skills and increase your visibility

Implement

READY TO HELP? SIGN UP NOW

Select your account type

To create an organization account, select “Sign up as an
organization member” highlighted in red in the image on
the right.



E c HOME ABOUTUS PROJECTS ORGANIZATIONS VOLUNTEERS RESOURCES LOG IN

Note: There are three ways you can create an
account: manually, connecting a Google account, and
connecting a Github account. By creating an account Sign up

Sign up and log in via one of these providers or by filling out the form below.

Home / Sign up

manually or using an existing Github account, you
must verify your account via the corresponding email

QGitHub  Google

Username

account. If you choose to create an account using an

Required. 150 characters or fewer. Letters, digits and @//+/-L-

existing Google or Github account, you will not have P‘W
to create a password. Please skip ahead to one of the ® Yourpasswordcart bt smir o youratherpersons
three following the steps that pertains to your " Your asoword co b comoty o psewerd

Your password can't be entirely numeric.

preferred method.

Password confirmation

Enter the same password as before, for verification

First name

Creating an account manually Lastname

Email address
To manually create an account, fill out all the requested Phone number (Optionsl)
information on this page. You will receive a confirmation
email asking you to verify your email. This will activate el s code (tins)
your account. Do you have a signup code from the person or organization that

referred you to this site? These codes may unlock special

Skype user name (Optional)

features, so do not forget to use one if you have it

Already have an account? Log in instead.

©2018 DATA SCIENCE FOR SOCIAL GOOD
INFO AT SOLVEFORGOOD DOT ORG

nssc HOME ABOUTUS PROJECTS ORGANIZATIONS VOLUNTEERS RESOURCES LOG IN

SOLVE Creating an account by connecting a Google account

Home / Sign up

S Select the “Google” icon on the sign-up page, highlighted in
Ign u A o a a a

Sigfp,m,,:mm,mpm.dmwmmmmm red on the image to the right. This will redirect you to
oam Google where you must select a Google account.

Username ]

Required. 150 characters or fewer. Letters, digits and @//+/-L_
only,

Password After selecting the Google account, you will be redirected
R to the Solve homepage. A green banner at the top will

® Your password must contain at least 8 characters. .

. Your password ca'tbe a commnly used password notify you that your account was successfully created.

Your password can't be entirely numeric.



Creating an account by connecting a Github account

Select the “Github” icon on the sign-up page,
highlighted in red on the image to the right. This will
redirect you to Github, where you must authorize the
sign-up request.

After authorizing your Github account, you will be
redirected to the Solve homepage. A green banner at
the top will notify you that your account was
successfully created.

Create an organization

Press the “Create new organization” button.

Next, you need to create a profile for your organization
if one has not already been created by pressing the
Create new organization button.

The information on your organization profile is viewable
by volunteers and other organizations via the
“Organizations” tab at the top of the page.

If your organization already exists, you can find your
organization by pressing the Search for organizations to
join button.

HOME ABOUTUS PROJECTS ORGANIZATIONS VOLUNTEERS RESOURCES LOGIN

SOLVE

Home / Sign up

Sign up

Sign up and log in via one of these providers or by filling out the form below.

Username

Required. 150 characters or fewer. Letters, digits and @/./+/-/

onl

ly.

Password

.

Your password can't be too similar to your other personal
information.

Your password must contain at least 8 characters.

Your password can't be a commonly used password.
Your password can't be entirely numeric.

Welcome to DSSG Solve! Your account was created successfully. |

Home / Dashboard

Create a volunteer profile

Create new organization

Search for organizations to join

My pending TODOs

You are not part of any organization - create or join one!

Note: This view is known as your Dashboard. Here you can create organization or volunteer profiles, search
for organizations, view any pending TODOs or Tasks you have on your account, and view project notifications.

TODOs and notifications will be explained in detail later in this document. The Dashboard is accessible at any
time by clicking the Dashboard button on the upper right-hand side of the page as part of the toolbar.




Home / Organizations | Create new organization

Create new organization
e

Organization name

Choose File | No fie chosen

The organization view

To see your organization’s details, click on the
“Organization information” tab.

After you have created your organization, you will be
presented with your organization’s public Solve profile.

At any time, you (and any future organization members
with the role Administrator) can edit the organization
information by pressing the Edit organization
information button on the right side of the page.

Note: You can get to this view any time by
navigating to Organizations on the navigation bar at

the top of the page and then selecting your
organization from the list

ns / Organization Name / Staff

Organization Name

Social good organization:

Staff members
Full name. Role Member since

Andrew Bell(andrew bellorg.2) Administrator May 11,2020, 11:29 am. 7 e © Remove

Add staff member

User| Type a user name. Role  Staff

Organization membership requests
Noreauests found

Fill out organization info

Complete the applicable sections and press the “Create
organization” button.

Fill out all the relevant information about your
organization. Note that this information should only be
about the organization — the project will be created at a
later step.

When you are finished, click Create organization.

Note: This information can be edited again at a later
date, even after creating your organization,

Home / Organizations / Organization Name

Organization Name

Social good organization:

Organization information I Staff

This i a test organization.

Va Edit organization information
© Create new project
Il Leave organization

Organization's details

Years in operation: less than 1 year

Organization's projects
This organization has not posted any project yet

Yearly budget: <$100K

Geographical scope: City/Local

895 Wilson R,
None
Middle Village, New York 11379

United States of America

Contact information

Phone number: None

Email address:

Select your organization’s staff
To see your organization’s staff, click on the “Staff “tab.

You can view your organization’s staff by clicking on the
Staff tab towards the top of the page.



In this view, you can add or remove staff members from
your organization by typing the username of other Solve
members. Staff can be added with either the
Administrator or Staff role. Administrators will be able to
edit your organization information.

Note: To invite Solve members to be a staff member of
your organization, they must already have a Solve

account.




Create a new project

Press the “Create new project” button on the right-
hand side of the page.

To create a project, return to the organization
information tab and select Create a new project.

Do your best to fill out all the fields but note that you
will be able to edit these again later, even after creating
the project. If you are uncertain about details of the
project, such as the volunteer agreement, analysis
needed, and validation methodology, feel free to use
placeholders like, “Will be decided during project
scoping.”

You may create as many projects as you need and may
also have multiple projects running at the same time.

Note: For required fields that you may not have at
the outset of a project, like a GitHub page, you can
enter a generic url like “www.github.com” or the

URL for your organizations website. This also applies
to fields like project home page, documentation
home, and project reports home.

The project was created successfully and you were assigned administrator privileges overit

Home / Projects / Tutorial Project

Tutorial Project

Organization Name

0 followers.

This is a tutorial project.

= Education

m BNew & Scoping % Scoping QA & Staffing #=in progress QFinal QA & Completed

This project s in draft status and itis only visible to project members

Information Scope Discussion Tasks Changelog Staff Volunteers

£oy Follow project
Background and Motivation

T Publish project
This is a tutorial project

Vi Edit project information
Project Description
This is a tutorial project £ Schedule
Intended Impact Start date: May 1, 2020
This is a tutorial project End date: May 31,2020
Internal Stakeholders

Volunteers
This is a tutorial project

No volunteers in this project yet
Internal People Available During the Project
This is a tutorial project Proj

roject tasks

#” Project scoping 08

Project scoping task to define the project
work

R Task not currently accepting volunteers

Home / Organizations / Organization Name

Organization Name

Social good organization:
Organization information Staff

This is a test organization.
7 Edit organization information

Organization's projects () Create new project

This organization has not posted any project yet
0 Leave organizauon

Organization's details

Years in operation: less than 1 year
Yearly budget <$100K

Geographical scope: City/Local

895 Wilson Rd.
None
Middle Village, New York 11379

United States of America

Contact information

Phone number: None

Email address

Project overview
This page provides a Project overview.

After creating the project, you will be directed to the
project page. Here you will see information about the
status of the project, the project scope, relevant
discussion, tasks, the changelog, staff, and volunteers.

The main component of this page is the full lifecycle of a
Solve project (highlighted in red), which shows you the
lifecycle step that the project is currently on. The lifecycle
steps are:

e Draft: this view is only accessible for those Staff on
the project.

e New: a project has been published by the
organization administrator. It is during this phase,
the first volunteer (a scoping volunteer) may apply.

e Scoping: in this stage, the project is being scoped

e Scoping QA: because Solve is volunteer-run, it is
important that there are mechanisms for quality



assurance. By default, each component of work on
a project is subject to QA review, starting with
project scoping QA.

e Staffing: in this stage, volunteers will apply for the
project Tasks as defined during the scoping
process.

e In-progress: after Tasks have been staffed, they will
be in-progress until submitted.

e Final QA: the last and final QA of this project. This
is the last chance to make final changes,
contributions, and corrections to the project work.

e Completed: the project is done!

Note: Even though you have created a project, it won’t
be visible until you have published the project. A lot of
Solve features work this way (first create a draft, then

publish) to give you the opportunity to review your
work before making it public. Note that even after
publishing, you can still edit all relevant information.

Below the project lifecycle are tabs that will lead you to
additional pages. Let’s look at all the tabs under the project

page:



Project toolbar

The project toolbar has eight tabs:
e Information: basic information about the project

and its goals WD 5cconson @sutns Enpoges QFnoh o Conplsd
e Scope: contains project details and metrics for This projectisbeing scoped

Completion Information Discussion Tasks Changelog Staff Volunteers My tasks
e Discussion: allows for volunteers to start —— Projectscoping X Cance thia valurteas o

Project scoping

discussion threads o Proectscoping =
. . ¥= In progress Q Task QA « Completed
 Tasks:lists the project tasks and progress b YOI

Start: May 13, 2020
(estimated), May 13, 2020

- i i i form the soluntion will take, splitting the work into the necessary (actual)
e Staff: lists organization staff tsksan spciing th eperis noeded 10 completesocn o ey 13,2020

Project scopers will also review volunteer applications and will QA

° Cha ngel og: deta i | S p roJect ed its This project is new and needs help being defined. The project

scoping includes defining the problem being solved, defining what

e \olunteers: lists volunteers the work done by valunteers.

(estimated), None (actual)
Describe in detail the volunteer onboarding instructions for project

e My tasks: lists the tasks that you applied for and scoping
were accepted to work on Katherne Disz

(kdiazvolunteer2)

Let’s explore each tab of the project toolbar.

Scope view
m £ New & Scoping % Scoping QA & Staeffing #Zin progress QFinal QA & Completed

This project is in draft status and itis only visible to project members

To see your project’s scope, click on the “Scope” tab.
Project scope

Project goal(s)

Under the Scope tab, you can see information about the

scope of the project. Again, you can edit this information
Interventions and Actions .

S at any time.

Data

Thisis a test project.

The project scope provides volunteers with information

» about the project, such as its goals, data analysis needed,
e and how it will be implemented once the project is
Implementation completed.

This is a test project.

Analysis Needed

Thisis a test project.

10



Discussion view

To see your project’s discussion click on the
“Discussion” tab.

Under the Discussion tab, comments can be posted
about various aspects of the project. The channels
listed here all exist by default — additional channels will
be created every time a new Task is created for the
project.

m Y o Scoping # Scoping QA & Stsfhng = In progress QFinal QA & Completed
‘This project is in draft status and it s only visible to project members

Tasks

= Project scoping

# Project scoping Ve Edit task info
amsandpoeos A [T =oproges:  ATakQA (o Completsd #  dittask requirements

8 Example domainwork This task has not started

A

(-] Add new task

Task review requests

Review request date Review result Resolution date

m £ New & Scoping % Scoping QA & staffing £=In progress QFinal QA  Completed

This project is in draft status and it s only visible to project members

Discussion channel for general topics about the project.
Channels
General discussion

QA 3 Add comment IMPORTANT: remember this discussion channel is public and can be seen by anybody that
accesses this project's page (even anonymous visitors).

There are no comments in this discussion

Tasks view
To see your project’s Tasks click on the “Tasks” tab.

The project Task view is the most substantial, and one of
the most important. Tasks are the main mechanism of
completing work on Solve.

A list of tasks can be seen on the left side of the page under
the Tasks toolbar. You can select any Task to see its details,
and you can add a new Task at any time.

By default, each project has four Tasks: Project Scoping,
Task and project QA, Example domain work task, and
Project Management — notice that each of these Tasks
have a different icon, representing the four types of Tasks.
These types are project scoping, quality assurance, data
science, and project management, respectively.

Tasks have four stages, found on the middle section of the
page:

e Draft: a Task is created but not published

e New: a Task is in this stage when it is created,
published, and waiting to be staffed.

e In progress: the Task is currently being worked on.

o Task QA: the Task is being reviewed by a staff
member or volunteer.

e Completed: the Task is complete!

If any of the four auto-created tasks does not fit your
project, you can create new tasks by selecting the green
“Add new task” button.

The bottom of the page lists additional information about

the task such as its schedule, details, skill requirements,
volunteers, reviewers, and staff.

11



Changelog view
To see your project’s changelog click on the

“Changelog” tab.

The project Changelog shows all the actions that have
been taken for the project.

Information Scope Discussion Tasks Changelog I Staff I Volunteers

Staff members
Full name Role

Andrew Bell (andrew.bell.org.2) Owner 2 Edit @ Remove

Add staff member

Userrole  Staff ¥ Project member  --------- v © Add staff member

Because Tasks are so important, we will do a deep
dive on creating and publishing a task later.

Note: Rather than volunteers being matched to entire

projects, they are matched to Tasks.

% Scoping QA QFinal QA

W Completed

Scoping

draft status and itis only visible to project members

Information Scope Discussion Tasks Staff Volunteers

Andrew Bell (andrew.bellorg2) 4" The project task New project task 2 from project Test Project was published by Andrew
May 11,2020, 12:26 p.m Bell(andrew.bell.org.2).

Andrew Bel (andrewbellora.2)  p* N The task New project task 2 from project Test Project has been edited.
May 11,2020, 12:26 p.m.

Andrew Bell (andrew.bell.org.2) [+] \ A new task New project task has been added to project Test Project.
May 11,2020, 12:26 p.m.

Andrew Bell (andrew.bellorg2) Ry The project task New project task from project Test Project was published by Andrew
May 11,2020, 12:26 p.m. Bell(andrew.bell.org.2).

Andrew Bell (andrew.bellorg2)  * W The task New project task from project Test Project has been edited.
May 11,2020, 12:25 pm

Andrew Bell (andrewbellora.2) @ W Anew task New project task has been added to project Test Project.
May 11,2020, 12:24 p.m.

Andrew Bell (andrew.bell.org.2) [+] \ A new task New project task has been added to project Test Project.
May 11,2020, 1224 p.m.

Andrew Bell (andrewbellora2) @ Anew task New project task has been added to project Test Project.
May 11,2020, 12:15 p.m.

Staff view

To see your project’s staff click on the “Staff” tab.

Under the Staff tab, you can add or remove Staff to a
project.

12



Volunteer view

To see your project’s volunteers click on the
“Volunteers” tab.

Last but not least, under the Volunteers tab you can
view all the volunteers for the project.

Tutorial Project

Organization Name
0 followers.

This s a tutorial project

= Education

m 8New # Scoping % Scoping QA & Staffing £=in progress QFinal QA & Completed
This project isin draft tatus and it is only viible to project members

Information Scope Discus: Tasks

Follow project
Background and Motivation

Publish project

This s a tutorial project
Edit project information
Project Description

This is a tutorial project. 8 Schedule

Intended Impact

Start date: May 1. 2020
End date: May 31,2020

This s a tutorial project

Internal Stakeholders
Volunteers
This is a tutorial project.
. X . No volunteers in this project yet
Internal People Available During the Project

womaton  Scope  Discusson  Tasks  Changeog  Stff

Project volunteers

No active volunteers in the project.

Volunteer applications

No applications found.

Publish your project

Press the publish project button on the right-hand side of
the page.

By publishing your project, it will become visible on the
Solve platform. As long as your project remains in Draft
view, only members from your organization will be able to
view it.

Note that once the project is published you can still edit
project information.

To publish project, press the Publish project button. This
will move your project from the Draft phase to New phase.

13



Staffing volunteers for project scoping

Tutorial Project

Organization Name

Press the allow volunteers to apply button. Ol

This is a tutorial project.

7 Education

As mentioned earlier, each project begins in Draft stage,
and must move to New and then Scoping. Once project [ e S R
scoping is completed, we can start creating new data =
science Tasks for our volunteers. The purpose of project

scoping is to help fill out any remaining project = Project scoping
information and thoroughly establish the scope of the —
project.

Information Scope Discussion Tasks Changelog Staff Volunteers

Va Edit task info
#  Edittask requirements

This task is not accepting volunteers.
Q Task and project QA A ® #=In progress. QTask QA  Completed
= Edit task staff

This task has not started

ple domain work &

task

This project is new and needs help being defined. The project scoping includes ©  Alow volunteers to apply
defining the problem being solved. defining what form the soluntion wil take.

%" Project mana t
=" Project management A splitting the work into the necessary tasks, and specifying the expertise needed (-] Delete task

to complete each task Project scopers will lso review volunteer applications

To begin project scoping, navigate to the project Tasks ot G e don vl
tab and make Sure the Project scoping task is Selected in Describe in detail the volunteer onboarding instructions for project scoping.

the toolbar on the left-hand side. - .

Created on: May 12, 2020, Estimated effort in hours: None No requirements listed.
11:23am.

Next, press the button Allow volunteers to apply to st er o

open the Task for project scoping volunteers. e [S—
(estimated), None (actual) External deliverables page:

None
End: May 12, 2020 (estimated)
None (actuzl)

Note: The same process for recuriting Project
scoping volunteers will be used to recruit
volunteers for data science, project management N tfassioed o s sk

and quality assurance tasks.

Home / Dashboard

a2 i Monitor your notifications

X 16 The task Project scoping of project Tutorial Project is now accepting volunteers.
My pending TODOs May 12,2020, 11:50 am.

I Check notifications by clicking Dashboard at the top right-
reviews 8 The task Project scoping of project Tutorial Project has stopped accepting
volunteers.

vy 12,2020 1483 hand side of the page in the navigation bar.
8 The project Tutorial Project was published by Andrew Bell(andrew.bellorg 2) and
can now be applied to by volunteers. . . . . .
TR By clicking on Dashboard in the navigation bar on the top
I Ttk Prc scoing oot Tt Prctis o cepng vl of the page, you can view the notifications for your
lay 12, 2020, 11:36 am.
account.

N\, The task Analyze demographic data has been deleted from project Tutorial
Project.
May 12,2020, 11:32am

N When a Volunteer applies to your project, a notification
published by Andrew Bell(andrew.bell.org.2). . oy Q Q
woxznueen | Will appear here. Additionally, you should receive an e-mail
I  The task Analyze demographic data from project Tutorial Project has been edited. n Ot | fl Ca t| on.

May 12,2020, 11:27 am.

W A new task New project task has been added to project Tutorial Project.

wroonzsn | To see the volunteers that have applied to your project
I @ The project Tutorial Project was created successfully and you have been made Tasks’ click the notiﬁcation.

project administrator. The next step is to define the project scope and to review the
three default tasks that were created automatically.
May 12,2020, 11:23 am.

1.2 3 45 . > »
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Accept (or reject) a volunteer

Press accept or reject volunteer applications.

Here you will see the volunteer’s application, and you
can add comments that will be seen by the volunteer,

and notes that will be kept internally.

To accept (or reject) the volunteer, press the respective
button at the bottom of the page.

At this time, a task is moved to In Progress status.
Furthermore, because the Project Scoping task has

begun, the overall project will move from the New
phase into the Scoping phase.

Information Scope Discussion Tasks Changelog Staff Volunteers

Volunteer application

This person has applied to volunteer in your project.
User: Andrew Bell (andrew.bell

Application date: May 12, 2020, 11:50 am.

Task: Project scoping

Volunteer application letter

This is my application.

Reviewer's comments This is a comment visible to the candidate

N

Private reviewer's notes This is a private comment

e Y ——

m o Scoping % Scoping QA & Staffing #=In progress QFinal QA & Completed
This project s waiting to be
Information Scope Discussion Tasks Changelog Staff Volunteers

Project volunteers

No active volunteers in the project

Volunteer applications

Full name Project task Application date Status Resolution date
ew Bell (andrew.bell Project scoping May 12,2020, 1150 am. / Pending review

Volunteer view

Once a volunteer has been accepted to the project, they
will appear in the Volunteer view.

You can change the status of volunteers at any time, and
even assign them to different Tasks if need be.

Note: You can access this view at any time by going

to the Volunteers tab under the project page.
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Review the volunteer’s work

Click on “pending review” at the bottom of the page.

After a volunteer has submitted their work for a Task,

you will receive a notification in your Dashboard and by
email. Furthermore, the Task will move from In
progress to Task QA.

To review the work done on a Task, select Pending
review on the bottom of the page.

Tasks
o Project scoping ]

S*Poject management A&

Y Add new task

3% Scoing QA

& staffing £=n progress QFinal Q&

This project is waiting for the final scope approval

Tasks

Completed task review

Task Project scoping

Estimated effort in hours: None

Total effort spent fin hours): 10

Volunteer's comments

These are my comments.

Request date: May 12, 2020, 1202 pm.

Score

Reviewer's comments

Private reviewer's notes

 Accept task as finished [l () Reject task and reopeniit

& Completed

Wz

9 Scoping QA
This project is waiting for the final scope approval

& staffing £=in progress QFinal QA & Completed

Discussior Tasks Changelog Volunteers

Tasks # Proje .
Project scoping

@ Project scoping

Edit task info

“This task is accepting volunteers.

RTaskQA

* I r

Q Task and proje

7 ——
o This project is new and nesds help being defined. The project scoping includes
(-]

* Project management A defining the problem being solved. defining what form the soluntion will take,
» Froject managemen ‘ splitting the work into the necessary tasks. and specifying the expertise needed Delete task
[+ Add new task

to complete each task. Project scopers will also review volunteer applications
and will QA the work done by volunteers.

Describe in detail the volunteer onboarding instructions for project scoping

(& Schedule = Work details

Created on: May 12, 2020, Estimated effort in hours: None
11:23am.

& kil requirements

No requirements listed.

Actual effort spent in hours:
Last modified: May 12, 2020, None
1202pm

External task home: None
Start: May 12, 2020
(estimated), May 12, 2020

External deliverables page:
(actual) e

End: May 12, 2020 (estimated)
None (actual)

§%4 Support staff Q QA Reviewers

No staff assigned to this task Andrew Bell (andrew.bellorg.2)

&5 Volunteers
Andrew Bell (andrew.bel

Task review requests

Review request date

Review result

Resolution date

May 12,2020, 12:02 p.m. None

Accept (or reject) the volunteer’s work
Press accept or reject tasks as finished.

Here you will have the ability to score, add comments for
the volunteer, and add private reviewer’s notes.

At this time, you can accept or reject the volunteer’s work.
If the work is accepted the Task will move to being
Completed.

Notice that because a Project Scoping Task is being

reviewed, the project status at the top of the page has
moved to Scoping QA.

16



Project view

Once the project scoping task is complete, it will receive
two green check marks in the Task panel on the left-
hand side of the page.

Furthermore, since scoping is complete, the project is
ready for new data science and project management

tasks.

Itis important to note that the recruiting and revising
process is the same for all Tasks.

Information

Tasks

" Analyze demographic

data
Q Task and project QA A
W Ex: le domait kA
task
%" Project management A&
o Proje 4

[ Add new task

& Staffing =in progress QFinal QA & Completed

This project is accepting new volunteers

Tasks
Analyze demographic data

BNew =in progress

This s the task description

These are the volunteer onboarding instructions Delete task

(8 Schedule

Created on: May 12, 2020,
1217pm

Last modified: May 12, 2020,
1226pm

Start: May 12,2020
(estimated). None (actual)

End: May 12, 2020 (estimated),
None (actual)

§® Support staff

No staff assigned to this task

“This task s accepting volunteers.

Edittaskinfo
QTask QA & Completed #  Edittask requirements

/7
@  Stop accepting volunteers
©

= Work details # Skl requirements

Estimated effort in hours: None No requirements listed

Actual effort spent in hours:
None

External task home: None

Extemal deliverables page

Q QA Reviewers 26 Volunteers

ew Bell(andrew bellorg.2

=i progress QFinal QA & Completed
This project is accepting new volunteers

formatior Discussio Tasks Changelog Staff olunteers
#P
Tasks
Q Task and project QA A
| & Completed

' ple domain work & This task is completed
task

This project is new and needs help being defined. The project scoping includes

" Project management & defining the problem being solved, defining what form the soluntion will take,
splitting the work into the necessary tasks, and specifying the expertise needed
& Project scoping to complete each task. Project scopers willalso review volunteer applications
and will QA the work done by volunteers
© T Describe i detail the volunteer onboarding instructions for project scoping.
8 Schedule = Work details #:Skill requirements
Created on: May 12,2020, Estimated effort in hours: None No requirements listed.
1123am

Actual effort spent in hours: 10
Last modified: May 12, 2020
12:09pm. External task home: None
Start May 12, 2020 External deliverables page:
(estimated), May 12,2020 None
(actual)

End: May 12, 2020 (estimated),
May 12, 2020 (actual)

No staff assigned to this task. Andrew Bell (andrew.bellorg.2 Andrew Bell (andrew.bell

Continue staffing the project’s open Tasks

Wait for volunteers to apply to open Tasks, then return to
the steps outlining accepting and rejecting volunteers.

Once all the project Tasks are created and open, you can
begin Staffing the project by accepting all the volunteers.
Generally, these will consist of data science and project
management work.

For each open Task, return to the steps outlining how to
accept volunteers and review their work for Tasks.

Volunteers can begin working as soon as they are accepted,
but a project will remain in Staffing as long as there are still
unstaffed Tasks. Once all projects are staffed, the project
will move to In Progress.
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m & New # Scoping % Scoping QA & staffing = Inprogress QFinal QA & Completed
This project s in draft status and it only visible to project members
nformation Scope Discussion Tasks Changelog Staf Volunteers

# Project scoping
Project scoping
This task s not accepting volunteers.
A = in progress QTack QA & Completzd

Tasks

# Project scoping

7/ Edittaskinfo

Q Taskand #  Edittask requirements

- Edit task staff

This project is new and needs help being defined. The project scoping includes Allow volunteers to apply
defining the problem being soived, defining what form the soluntion will take.
splitting the work into the necessary tasks. and specifying the expertise needed
to complete each task. Project scopers will also review volunteer applications

and will QA the work done by voluntzers
[+] Add new task

Describe in detail the volunteer onboarding instructions for project scoping.

& Schedule = Work details

Created on: May 11, 2020, Estimated effort in hours: None
1208pm

¥ Project management A

(-] Delete task

2 Skill requirements

No requirements fisted.

Actual effort spent in hours:
Last modified: May 11. 2020, None

1208pm
Extemnal task home: None

Start: May 11,2020

{estimated), None (actual) External delverables page

one
End: May 11, 2020 estimated)
None (sctual)

Jk Support staff

No staff assigned to this task.

o Volunteers

Andrew Bell (andrew.bell org.2)

Task review requests

Review request date

Note: The following four steps detail creating new
Tasks, which is optional. Continue to “Monitor and QA

volunteer’s work” if this step is not relevant to your
project.

Creating New Tasks
Press the “Add a new task” button.

By default, each project has four Tasks: Project Scoping,
Task and project QA, Example domain work task, and
Project Management — notice that each of these Tasks
have a different icon, representing the four types of Tasks.
These types are project scoping, quality assurance, data
science, and project management, respectively.

You can delete or edit Tasks at any time using the buttons
in the toolbar on the right side of the page.

To create a new task, select Add new task.
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Fill out Task info
Complete the Task forms and click “Save.”

Here you can edit all the content of a Task and select

the Task type. Here we are creating a new data science
Task called “Analyze demographic data.” Note that each
new Task appears in the list on the left side of the page.

To save the new Task, scroll down to the bottom of the
page and select Save.

In practice, Task names should be as descriptive as
possible — remember, volunteers connect to your
projects through Tasks. Additionally, in practice, most
projects will only have one Task for project scoping —
the bulk of Tasks will be data science work, which in
theory should have been decided during the Project
Scoping phase.

Tasks

Tasks . L .
Analyze demographic data
¥ Analyze demographic ’ e
data m New Inprogress  TaskQA  Completed
This task s in draft status. #  Edttaskrequirements
Q Task and A = =
This is the task description EfHEmIET
e etk A T —
task These are the volunteer onboarding instructions o T
Delete task.
%.* Project manageme A -
* Publish task
# Project scoping <

== —— e

Created on: May 12, 2020,

Estimated effort in hours: None No requirements listed.

1217pm

Actual effort spent in hours:
Last modified: May 12, 2020, None
1218pm

External task home: None
Start: May 12, 2020

(estimated), None (actual) External deliverables page:

End: May 12, 2020 (estimated)
None (actual)

§% Support staff &0 Volunteers

Q QA Reviewers

No staff assigned to this task

=in progress QFinal QA v Completed

This project is accepting new volunteers

Tasks
Tasks Edit task New project task
Name Analyze demographic data
@ New project task
ask a oject Q A
Description This is the task description
ork
A

<

) Add new task Y

Task type

Volunteer onboarding These are the volunteer onboarding instruction:
instructions

Publish the task
Press on the “Publish task” button.
Like with creating a project, a new Task will be in Draft

stage until it is published. To publish a Task, click Publish
task on the right side of the page.
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Open the Task to volunteers
Press on the “Allow volunteers to apply” button.

The last step for creating Tasks is to press the button
Allow volunteers to apply. Once you have opened the
Task to volunteers, it will be visible to them on the
platform.

You may continue adding new tasks until all the project
Tasks are created.

Monitor and QA volunteer’s work

As volunteers submit work, you will receive notifications
in the Dashboard and via e-mail.

Each piece of work will need to go through the review
and Quality Assurance process previously observed:
first the volunteer will submit the work, and second, a
staff member from the organization will provide and
either accept or reject the work.

This project is pending the final review

Tasks Changelog

Tasks e
[ [ erp——
r & Completed
“This task is completed

Domain work tasks represent the tasks that need to be completed to finish the
project

) Add new task
Describe in detail the volunteer onboarding instructions for this domin work
task

Tasks

¥ Analyze demographic

%*Projectmanagement A

# Project scoping <

Discussiof Tasks Changelog Staff Volunteers

®Data

Analyze demographic data

Edit task info

#=in progress QTaskQA (o Completed

This task has not started

i Edit task staff

This is the task description ©  Allow volunteers to apply

These are the volunteer onboarding instructions (-] Delete task

Schedule = Work details & Skill requirements

Created on: May 12, 2020 Estimated effort in hours: None No requirements fisted.
1217pm

Actual effort spent in hours:
Last modified: May 12, 2020, None

1221pm
External task home: None

Start: May 12, 2020
(estimated), None (actual) External deliverables page:

End: May 12, 2020 (estimated),
None (actual)

No staff assigned to this task. Andrew Bell (andrew.bell.org.2)

Information Scope

7

[+] Add new task

QFinal QA

¥ Completed

Discussion Tasks Changelog Staff Volunteers

Example domain work task

/7 Edit task info
This task is accepting volunteers.
I ficas o Conpis #  Edittask requirements

olunt o 3 Edit task staff
Domain work tasks represent the tasks that need to be completed to finish the @  Stop accepting volunteers
project
) Delete task
for this do i

De: detail the volunteer onboarding

domain work
B Schedule = Work detals # kil requirements

Created on: May 11, 2020, Estimated effort in hours: None No requirements listed.
1208 pm.

Actual effort spent in hours:
Last modified: May 11, 2020 None
12:53 pam.

External task home: None
Start: May 11,2020
(estimated), May 11, 2020 External deliverables page:
(actual) fone
End: May 11, 2020 (estimated)
None (actual)

Final Quality Assurance

#  Edit task requirements

Created on: May 11,2020,
1208pm.

Last modified: May 11, 2020,
1256pm

Start: May 11, 2020
festimated), May 11,2020
actual)

End: May 11,2020 (estimated)
May 11,2020 (actual)

No staff assigned to this task.

Task review requests

Review request date

May 11,2020, 1254 pm.

& Schedule = Work details #:Skill equirements.

Estimated effort in hours: None No requirements fisted.
Actual effort spent in hours: 10
External task home: None

External deliverables page:
lone

ndrew Bell (andrew bellorg 2

Resolution date

May 11,2020, 1256 pm

Once all Tasks for a project have been completed, it will
move to the Final QA stage. Here, you can review the work
submitted by Volunteers and confirm that Tasks have been
completed and completed correctly.

Once Final QA has been completed, a project will be moved
from Final QA to Completed!
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