How to Find Members

This article describes finding details regarding other Servas members. This option is only available for members.

Some countries have not yet entered all their members on Servas Online. In this case, a PDF host list is
required. Clicking on [List of Servas Countries] within the Find Members dialog displays the status of each
country.

You can search for members as potential hosts. However, before sending a request for hosting, you must
have a valid Letter of Introduction (LOI). See Chapter 4 Completing your letter of introduction.

You may also want to look for a specific member, members with a specific interest or occupation or for a
member with a specific role (e.g. National secretary).

The sub-list of members that match your requirements can be viewed on a map or as a list (which can then be
saved and printed).

Many countries are using separate profiles for each household member. (A link between the profiles of the
various household members is provided in the Live with field. Clicking on the name will display their profile.)
Other countries are using a single profile for all household members.

Remember that not all members have entered all the information accurately or completely so they might not
match your search criteria. Try using a more general search.

For example: Search by location ( Country, region ) only. You can then use the map view to identify hosts
within the areas you plan to visit.

As always, if you have any difficulties, contact first your local Coordinator If you have no answer, email your
local administrator at your country@servas.org. (e.g. Canada@servas.orqg). If these methods fail, use the
<Contact Us> link at the bottom of the ServasOnline home page to contact an administrator.
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Note: Your screen may look different from the figures displayed below; the view may vary, depending on the
device you use (e.g. computer, laptop, phone) or your browser (e.g. Chrome, Safari, etc.).
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Using the Find Members Dialog

This dialog is used to search for members that match your requirements.

Multiple criteria are provided to allow you to cut down your list to a reasonable size. You can modify your
criteria and re-submit your query if the list is too long (criteria are not specific enough) or you do not find
enough members that match your criteria (as mentioned above, not all member profiles are complete so they
might not match your criteria and you should try a more general search).

Privacy of information provided by Servas members is very important, so this option is only available after
logon as a member. Remember to log out to avoid access by other persons using the same computer or
phone.

1. Logon to Servas Online - ©Bo

i PEACE AND
LINDERSTANDING
SerVaS THROUGH TRAVEL AND

For details see the User Help chapter 1 Getting TRt et
Started with Servas Online.

Identity & goals | Community MyServas  Find Members  Logout | Visit Admin Page

2. If the Find Members dialog does not appear, Find Members
click on the Find Members option
(alongside the My Servas option).

Smoking nsde

»
W Homeexchange B Feriyweicome
»

. o Yoo f—
3. Check which criteria are relevant for you. =
=

4. Some of the fields require that you select a
specific value from the list of multiple options
provided.

Click on the red arrows to see the options and
select one of them by clicking on it.

5. For other fields, there are only two possibilities e
(the indicator becomes green to indicate that e
the criterion is to be applied).

Youth possible

$vi

6. Contents typed into a free text field must exactly
match the spelling used within the member
profile.

Toronto

7. Clicking [Submit] will display the sub-list of
members that match the criteria you have Reset . swmt |
defined.

Note: Clicking [Reset] clears all the fields so you
can restart your search with different values.
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Find Hosts

To limit the host list to include only those that are relevant for you, you can create a member sub-list including
only hosts that match your criteria.

However, take into account that the more filters you choose, the more you limit your results.
(For example, a member might not have entered a value in some of their profile fields.
As a result, they won’t show up in a search using these fields.)

1. Select the relevant host type
using the Select Member Type

field.
Host % | Choose a language s - -
. elect Member
Host - spend one or two nights CE—
. . Day Host
with them, getting to know
them and their way of life ot

Interviewer
Treasurer

Day Host — meet members ational Peace Secretary
during the day. This might be
at their home, at a café, a
museum etc. Day hosts might
suggest taking you on a tour to
see the local sights.

Submit

Selecting Day host will give you
a list of Day Hosts Only and
Hosts available as Day Hosts.

2. Select a country and Select a
region to view only hosts
within the relevant area.

3. To select a particular city,

i i Croose  nguece d I N
type the city name into the
Search name, city, interests, Bk 50
occupation field at the top of Comersen
the dialog.
Note: Since this is a free text .
field, be careful that the o

Costa Rica

spelling is correct. Submit

Czech Republic
Denmark

Dominican Republic
rin

2= Cunibnk ba maan viaw
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4.

For full hosts, you must search
for hosts that can
accommodate the gender and
number of people to be
hosted.

From the Able to Host field,
select the relevant option.

In the Number of People field,
type in the relevant number of
visitors.

Women and Men ¢ [l Number of paople
Able to Host

Women and Men
Women
M

en
00

Submit

Add additional criteria
(see the Available Search
Criteria section below) as
relevant

Note: We recommend
selecting the maximal number
of Elements per page in order
to avoid switching pages.

Click [Submit] to view the list
of relevant members. See the
Using list view section below
for more details.

You might want to Switch to
map view. (See Using the Map
View below)

24 s

Reset
[ fem |

Submit

i= Switch to map view

4 members found
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For example:

Toronto

A search for members in Toronto,

Canada who can be full hosts for a ¢ ]
family of 4. canaca s

Women and Men

As you can see, in this case there are
4 possible hosts.

i= Switch to map view

4 members found

6. We recommend that you save
and/or print the list of hosts
you are interested in
contacting. See Saving and
printing a member sub-list of
selected members below.

Find Members by Name

1. Typethe namein the
Search name, city, interests,
occupation field.

Search name, city, interests, occupation

2. Select any other relevant
requirements

3. Click [Submit]

4. Review the member sub-list
that matches your search
criteria. (Refer to the View
Your List section below.)

5. If the member is not found,
check the spelling.
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Find Members by Role

1. Click on Select Member Type
field and select the relevant
role (e.g. National Secretary).

Search name, city, interests, occupation

2. Select the relevant country, -
region, etc.

3. Click [Submit]

4. Review the member sub-list
that matches your search
criteria. (Refer to the View
Your List section below.)

i= Switch to map view

1 members found

o Julie Cormack
. Country: Canada Region: Alberta Sub Region: Alberta Calgary and South Alberta

Nearest City- CALGARY
Languages: English

Interests: Violunteerism, travel, anthropology.
Day Host Only

&= View complete profile

Find Members by Age

Set the desired age interval in

[Age Min] and [Age Max].—
Search name, Cioy waation
Select Member Type £ Choose a language 18 35
France s Select region H
Able to Host s Number of people

i= Switch to map view

114 members found
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Using the List View
The number of Members found is shown above the list itself.

Remember that many countries are using separate profiles for each household member so the list will include
each member separately. (A link between the profiles of the various household members is provided in the
Live with field.)

Other countries are using a single profile for all household members so this number indicates the number of
households.

1. If you see a map rather than a list,
click [Switch to list view] button above Reset C swmt
the map.

= Switch to list view

443 Members found

2. Scroll down the list of member

. B Name 1
summaries.

Country: Urug
Languages: Fr
Interest : Nature

Nearest City: Montevideo

3. To see full host details,
click on View complete profile within the

member summary.

traveling. mesting.
dvance notice: 15

See Viewing a complete profile below.
uay Nearest City: Montevideo
Interests: im inema. theatre
Day Host Onl y

4. At the bottom of the list, you will see
which page you are viewing and how
many pages there are.

ni suivant

& Send a message to all & Download List

5. Click on the arrows to move to the next
page or the previous page (or on one page
number).

6. Note: We recommend selecting the
maximal Elements per page value within
the Find Members dialog in order to avoid

paging.
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Using the Map View

Note: Some members may not have marked their location.

As a result, you might prefer the list view (See Using the list view below).

For countries that are using separate profiles for each household member the map will show two or more
members at the same address. (A link between the profiles of the various household members is provided in

the Live with field of their profiles.)

Eléments par page

1. Ifyouseea list rather than a .
map, click the [Switch to map et
view] button above the list.

4 members found

Q@ List of Servas Countries

i= Switch to map view

2. The number within the colored

balloons shows the number of
hosts located in this area.
Clicking on a numbered balloon
zooms in on this area. = %

3. Youcan also zoom in to see
more details, using the
[+] or [-] buttons in the upper
left part of the map,
or by dragging with your
fingers on a tablet.

19 members found = Swtchto st vew

4. Empty balloons indicate that
you have identified a specific
member. Click on the balloon
to see the member summary.

5. To see full host details,
click on View complete profile
within the member summary.
See Viewing a complete
profile below.

/aipahu

va Beach

Name
Country: Etats-Unis Region:

Hawaii Sub region: City:

Honolulu Nearest Ci
Interests: Out
Max: 4 Who:
Men Advance notice: 2

Honolulu
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Viewing a Complete Profile

1. Access a member summary within the

. . . @ Name 1
list view or the map view

Country: Uruguay Nearest City: Montevideo
Languages: French, English. Spanish. Italian
sparts, traveling, meeting
7 Max: 2 Advance notice: 15
mplete profile

2. Click on View complete profile within
the member summary.

Country: Uruguay Nearest City: Montevideo
Interests: music. cinema. theatre

Day Host Only

@ View complete profile

I 0 Name 2

Vananha . -

Name
Country: Etats-Unis Region:
/aipahu Hawail Sub region: City:

Honolulu Neare: o
Interests: Outd:
Max: 4 Who: W
Men Advance notice: 2
® V

va Beach 1 -

Honolulu ‘)

Note: A new browser window opens each
time you request to view a complete profile. A Find Members | Servas Online X #« Others Profile| Servas Online X | s« Others Profile| Servas Online X | +

In/find-members?country=FR&interest=&language=&city=8host=&host_value=8child=08roles= &first=&last.. & ¥

Note: Close the windows which no longer
interest you. If there are too many windows
open, your browser will slow down.

In the example alongside we see that there
are three browser windows open:

Find Members | Servas Online this is where
we selected the search criteria.

There are two windows with the title Others
Profile | Servas Online. Each shows the full
profile of a specific member or household.

3. To email your request to be hosted, aveliers st have 2 valid Letier oF
copy the email address from the profile mlg:’fmmm
and paste it into your mail. To leam howto get an LOI and travel with
Remember to attach your LOI to the
email.
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Saving and Printing a Sub-list of Selected Members
We recommend that you save and/or print the list of hosts you are interested in contacting.

Note: The member list is confidential and is for your use only. It must not be accessible to others.
Delete the list from your computer/phone after returning from your trip. Any printout must be shredded.

1. Check that you are in list view Reset [ swmt
(See Using list view above).

i= Switch to Llist view

2. Ensure your list is limited to members you 443 members found
are interested in contacting (see Find
Hosts section above). Some countries
have hundreds of members.

3. We recommend selecting the maximal S .
number of Elements per page within the B T s
Find members dialog in order to avoid
switching pages.

= Switch to map view

1752 members found

4. To identify the members to be saved,
scroll down the list, clicking on the boxes
alongside the names of the members of
interest.

= Namel

Country: Uruguay Nearest City: Montevideo
Languages: nch glish. Spanish, Italian
Interests: MNa
Who

orts, i raveung. meeting
Max: 2 Advance notice: 15

Country: Uruguay Nearest City: Montevideo
: cinema, theatre

I 1 Name 2

5. Continue selecting members from
additional pages (scroll to the bottom of

the list and click on the relevant page) -
X Send a message to all B Download List
6. At the bottom of the List view, click on T — S

the [Download List] button. This creates
a PDF file containing the list of currently
selected members.
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7. If the Save As dialog is opened,

e Select the directory within which the
list is to be saved. You might want to
select the Desktop so it will be easy for
you to find the list.

e In the File name field type a name
significant for the current search
criteria. See note below for some ideas
on choosing a name that is significant
for the particular sub-list.

e The Save as type field indicates that the
list will be saved as an Adobe Acrobat
Document.

e C(Click [Save].

1o —(tired Tobchee eglth  INT: Hking - Cooking

Chavertes - Limousin Iaterviewer, Host Gardering, brdge
Périgord, France
30 km NW of Oradour sur TRY: Morocco, N, Lurope,
Glane (7 k) - Tran to 40 Lavaud 87520 O Greece, vidun Ocean
Umeoges Station o plane ph: 433555033068 UV Ergland, Madagascar,
10 Limoges Arport. Phone  mob: +33672957871 Comoro iands
before departure for
cotection
@200
) Ao Gwanadoo fr
05
Contact: emadl+ phone
24)
VAL
Amical mais respectueur des convenances
17088 —— eoglah  INT. Hikdng - Cooking
Charestes - Limousn Teacher Gardering.
Nrigord, france Interviewer, Host, Coordinator
30 km NW of Oradowr sur v with AN Abdulah TRV, Meeoxco, N, Eurcpe,

Glane (7 k) - Train to Greece, lndian Ocean
Limages Station or plane 40 Lavoud 87520 Cieux v

to Limoges Arport, Phone  ph: +33555033068

before departure for mob +33631745409

colection

P2C()FANY

WHT,CAMPL$2L00G KT

CHEN preract) Gorange tr

O, DS WM

Note: we recommend that the file name reflect the sub-list being created.

The default file name is Member-list. When additional sub-lists are saved, a serial number will be added to
this name e.g. Member-list (1). Change this name to a significant name related to your search criteria. We
recommend that the current date be added to the file name.

For example, to indicate that the sub-list contains only Day Hosts in Ontario, Canada and was created on a
certain date, you might want to use the name Day Hosts Ontario 23 April 2019.
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