How-To MANWAL

for

Registering as an organization
and posting opportunities

with




1. Start at the main page,
www.volunteerwv.org. Click on
the link to create an account.
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2. Click on the middle box to create
a Partner account.

3. Print the memorandum of agree-
ment. You must sign it in blue ink
and mail to :
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WVCNCS
710 Central Ave.
Charleston, WV 25302

[y
S T

T | S
B ) ) I —

= r——— i




1+ e

=

W r—

T A s

~

B B

Tl | ewien

~ 'Ok

Tl B wrius

4. Fill out the online registration form.
Remember that an asterisk (*) means
this is a required field. The form will
ask you to create a User ID and
password. You will also need to
complete the contact information.

5. Read all questions carefully. Continue.

6. Continue.



. Answer the survey information. This
survey allows us to collect information
required by our grant. For more
information on our privacy policy, and
how your information will be used, you
may follow the link on the same pages
that gave you the Memorandum of
Agreement.

. Fill out the contact information for your
site administrator. Remember the
User ID and password you choose.
They will be used by the administrator
to post volunteer opportunities.

. Fill out your organization’s contact
information. This is the information a
volunteer will be given when a match
is made. It is then up to the volunteer
to contact you. Click the “send
information” button.
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10. You should get this screen if your

1.

information was accepted. Now you
must wait to receive word from the
Commission that your organization
has been approved as a partner
before you can list volunteer oppor-
tunities. Organizations are typically
approved within a week. If it has
been more than two weeks, please
contact us.

Once you have been approved, sign
in with the UserID and password
created for the site administrator.

12. This will take you to the Partner

Administration menu page.



13. Choose “add/edit opportunities” from
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the drop down menu. i
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14. Select “Add a volunteer opportunity.” T S——
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15. Some of your information will be
filled in automatically. Please lsiiiiana: T Rt o
continue filling out the form and - =
describing your opportunity.

T ——

v vl P e
Tk, [TV ke b 8l o B
i |

* PERRE SRR 4 | BT R

wembamirer ekl e e B

---------------
i e e e s
e

e @ rmdy e i

B e ] N

o rrm e e

R R
i '

i
Iy
Bl & e

[ 3 e et . [ R

i r—

Tl il v

Tl ne

il il s



b e e gy v

by i e rrad | -r g *
g B R N e

s e il ol p el il B I

T E————r)

Tt

s R R T PR 1 B

sim b, ub e ok |

v e e i T
o R A e —n
P b L

P N P R
el L T

PR Y L Ty

[ — Ty S
a7 By .

e s i b s §

b il bt b -

- i r—

[~ e 1. .- [ G g e

b emmrn e o e =

5 oy F - P

iy b i r—

i Tl i e

T et 1 e e [ e

b v B s b ¢ i b i =

e ——— I
T g e —

ey —— —— - =

Cral Vet [l el L - DRl e o ] e e e Ui S
Ly A T L G iy PR e A g S W e 8
L T T -

S e

i r—

T | v

16. Click “continue.”

17. Select from the drop down menu the
name of the person a volunteer
should contact if interested in this
opportunity.

18. Select the skills required to do this
work. These selections will take you
to more specific selections when you
click “continue.”



19. Select the sub-level of skills neces-
sary for this opportunity. Check all
that apply.

20. Choose what populations will be
served by this opportunity.

21. Click on “contact volunteers.”
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22. Here you will see a list of volunteers
who are interested in this opportu-
nity.

23. To edit an existing opportunity go to
the “add/edit opportunity” page and
click on the title of the opportunity.

24. Edit the necessary fields.

OR

If you have an opportunity similar to the
one you’ve posted before, and only
need to change a field or two, click
on “duplicate opportunity” after
clicking on the name of the opportu-
nity. THEN go back to the “add/edit
opportunity page and edit the
necessary fields after clicking on the
duplicated opportunity title.



25. To get a report on how many volun-
teers have served for your organiza-
tion, go back to the administration
menu. Select “Reports.”

26. Select which report you would like to
see.

27. Fill in the necessary information,
such as start and end dates for the
report, then select the name of the
volunteer whose hours you would like
to see.
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28. View the report. i el
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29. If you need further help, please
contact me at Lisa.A.Tignor@wyv.gov.




