
HV Manager Instructions for Volunteers 
 

What to do with the initial request: 

1. You receive an e-mail about a visit.  
2. You log into the GRFR web site and enter the HV Manager.  To do that, you click on HV 

Manager which is listed several items below Adoption Manager under the 
Administrative tab.  

3. By default, The ‘GeoMap’ tab appears first. Click on the ‘Control’ tab to see the visit 
that you were e-mailed about.  Click on the applicant’s name.  Scroll down and you will 
also see your name, the date the HV was proposed, the status of the visit (‘Proposed’), 
the ‘Scheduled Date’ and the ‘Due Date’ for the visit.  The ‘Due Date’ is automatically 
filled in depending on the status of the visit. 

4. Click on the ‘Applicant’ tab in the HV Manager to view the application.   
5. Click on the ‘GeoMap’ tab to get a Google map of how to get to the applicant’s home 

from your house.  If you click on the blue tear drop, you will get Google directions and 
distances.  

6. Click on the ‘Control’ tab again.  Scroll down and select either ‘Accept’ or ‘Decline’ 
button for the home visit. The HV Manager will automatically send an e-mail to the 
Home Visit Coordinator who is working this application with your response.   
 

What to do if you after you accept a home visit: 
 

7. When you schedule the Home Visit, log in again and click on the ‘Control’ tab. You will 
see home your home visits pending if there is more than one. Click on the relevant 
applicant. There will be blank field above the ‘Schedule’ button and when you click on 
it, a calendar will come up. Select the date your visit is scheduled and click on the 
‘Schedule’ button. You will see on the line above that the date you selected is now 
entered in the under the ‘Schedule’ heading.  

8. When the visit is completed, log in, click on the ‘Control’ tab, and select the relevant 
applicant.  Click on the ‘Vol Notes’ tab and enter your Home Visit notes – please don’t 
forget to click ‘Save’.   

9. When you are happy with your notes and are sure that you are ready to close the visit, 
click the “Save and Complete” button.  The system will automatically lock the visit 
from further update and send an e-mail to the Coordinator letting us know that the 
visit is complete.  

10. You are done!  

If you have additional questions, you can always send an e-mail directly to the 
Coordinator working the application.  

   


