PROCEDURES FOR COUNSELORS
FOLLOW-ON REPORTING

Type in Browser:
www.score.org    or

   www.greenbay.score.org 

1st screen

Click ‘Log In’ at top right hand corner of page

2nd screen

Scroll down to ‘For Volunteers’ and click ‘Log In To The Volunteer Center’

3rd screen

User name:
Email address of volunteer









Password:
To be assigned by National (can be changed)

4th screen

Scroll to green ‘Quick Links’ box and click ‘Manage Your Appointments’

5th screen

Click on ‘My Clients’

6th screen

Click on ‘Search Client’

7th screen
Enter 1st and last name of client being sought. If there are multiple clients with the same name, click on the one with the Green Bay SCORE designation.
8th screen

Click on name of client being sought

9th screen

Scroll down to ‘See New Mentoring Request’ and click on it
10th screen

641, part 3 will come up; enter co-counselor, date, time and counseling hours and












click save

11th screen

Box will come up to enter notes; when completed. click save

