
These are instructions for County MG 
Coordinators on managing Purdue MG 
Annual Volunteer Agreement and 
Application forms in MG Manager. 

When MG volunteers log in to MG 
Manager, the screen will open to their 
“My Page” screen. A red box will 
prompt them to make some updates to 
their profile page. This additonal
information is required for setting the 
MG agreement notification in MG 
Manager. 



Once the MG has updated their 
profile an clicks “Save Changes”, 
then a red bar with notification 
will appear on the screen if their 
annual MG agreement is due. 

The MG should click on the “Click 
Here” link to view the MG 
Agreement form for review, 
electronic signature, and 
submission.



MG’s will need to review their information 
preloaded on the form as well as the provisions of 
the agreement, provide an electronic signature 
and click “Sign and Save Form”. 

MG’s will also need to click the 
box at the bottom of the 
agreement form.



After submitting their agreement form, MG’s will 
see this green box confirming that they have 
completed the agreement process.



Managing MG Agreements in 
“Super Admin”. 

Only users with “Coordinator” 
authority have the ability to 
manage agreements in MG 
Manager.

Visit the “MG List/Directory” to 
look for MG’s with incomplete 
set-up information. 



On the Directory page, you will see 
notifications for MG’s with incomplete 
information related MG agreements. 
The red “X” indicates attention is 
needed for that MG.



Clicking on the red “X” will 
reveal the change needed. In 
this case, the MG is missing the 
“Next Due Date”. Simply enter 
the next due date for their MG 
annual agreement and click 
“Save”.

You can also view the MG’s last 
finalized agreement form in the 
system. 



A summary table will appear for 
that MG confirming the status 
of their agreement in MG 
Manager.

You may edit or delete entries 
as needed.

See later slides for “edit” screen 
information.

Note the key for color shading 
in the table showing their 
status.



MG Agreements can be further 
managed by clicking on “Annual 
MG Agreements” in the Super 
Admin index.



On this page, a table with pertinent 
information about all MG agreements 
managed in the system for your county will 
be visible with “edit” and “x” (delete) links.

Once again, note the “Legend” showing the 
color shading for status of each MG on the 
table. 

Notice the ability to sort agreements for 
review.

You will note those MG’s who have not yet 
completed their agreement in the system 
and may be over due (shaded in red). 

You will want to look for any “pending” 
agreements that require attention. Click on 
“edit” to finalize the agreement.



Clicking “edit” on the table reveals the sex 
and violent offender registry manager with 
areas to enter the dates and staff person 
completing the national and state sex and 
violent offender registry checks. Entering 
this information and clicking “Submit/Save 
Changes” finalizes the agreement for this 
MG volunteer. 

Be sure to click each check box for registry 
checks.

You will not need to adjust the next 
renewal date in this screen. It will 
automatically set the next renewal 
to 1 year from the date shown in the 
screen.

Click on “return 
to Annual 
Agreement Index 
to see the 
finalized and new 
agreement 
reminder for this 
MG.



Once the information has been entered and 
submitted/saved, the MG volunteer’s status 
will appear in the table under 
SuperAdmin/Annual MG Agreements with 
gray shading and list the MG’s agreement as 
“finalized”. 

And, the new mg agreement reminder 
will show up as white for this MG with 
the new renewal date.

To adjust the renewal date, 
click on “adjust” link on the 
white entry.



You can revise the date from this screen and 
click “Submit/Save Changes”.

Click on “return 
to Annual 
Agreement Index 
to see the new 
agreement 
reminder for this 
MG.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13

