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Training Manual 
Creating an Agency and 

Volunteer Opportunity Listing 
 
 
 
 
 
 
 
 
Questions? 
 
Renee Litfin 
Community Volunteer Coordinator for 
United Way of East Central Iowa & 
United Way of Johnson County 
1030 5th Avenue SE #100 
Cedar Rapids, IA 52403-2479 
 
Telephone: (319) 398-5372 x22   or  1 (800) 332-8182 
Fax: (319) 398-5381 
rlitfin@uweci.org 
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To get started: Type the following URL in your Internet explorer address bar:  
www.CorridorVolunteers.org, then click on “We have a separate login for agencies” 

First Screen: 
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Third Screen (bottom portion): 

Fourth Screen (top and bottom of page): 

 

 

 

 

Enter your Agency’s name 
with the appropriate 
capitalization, spaces, 
commas, periods, etc. Make 
a note of the way in which 
you entered your agency’s 
name for future ease in 
signing in. 
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* Required fields. 

More detail enables 
potential volunteers to 
learn more about your 
agency and mission. 

Fifth Screen (top of page): 

 

These are 
general agency 
contacts. You 
will have an 

opportunity later 
to give contacts 

for specific 
volunteer 

opportunities. 
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Fifth Screen (continuation - bottom of page): 

Sixth Screen: 

 

 

* Share your 
password with 
others at your 
agency who will 
be entering and 
updating 
volunteer 
opportunities. 

 

Read the suggested 
improvements, and either 

click to review your listing 
again or continue with no 

additional changes. 
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Seventh Screen: 

 

Eighth Screen: 

Ninth Screen: 

If you have an electronic logo 
you can browse to its’ location in 
your computer, then click 
upload. It will automatically be 
sized to fit your listing. 

 
This is optional. You will be 
able to “edit” your listing to 
upload your logo at another 
time. 

 

You are now registered as an 
agency! You will need to link at 
least one (1) volunteer 
opportunity to your agency. 

 
For now, let’s click on add an 
ongoing volunteer opportunity. 

  
The most important 2 

boxes you will fill 
in today! See the next page 

for some hints on how to 
make opportunities attractive 

and fun for volunteers! 
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Make this area FUN! Read these four volunteer opportunities and think about how 
to word your listing to attract the greatest interest. 

Headline for Opportunity Description of Volunteer Opportunity 
Instead of this: After school mentor Instead of this: After school program seeks a volunteer to 

help kids with reading and other activities 

Try this: Be a kid again! Mentoring can be a 
barrel of fun! 

Try this: See books and games through the eyes of a ten 
year old. Read, play, and visit with kids in our after school 
program. Kids who are mentored are twice as likely to 
finish school as those who aren’t. 

Headline for Opportunity Description of Volunteer Opportunity 
Instead of this: Paint agency offices Instead of this: We need some help to paint our office. 

Try this: Put on your painters cap for a day of 
messy fun! 

Try this: Put on your painters cap and get ready for a day 
of messy fun! We really need your help to update our gray 
walls and make our office inviting for staff and clients. 

Headline for Opportunity Description of Volunteer Opportunity 
Instead of this: Furniture assembler needed Instead of this: We need someone to assemble 

approximately 20 furniture kits. 

Try this: Honey-do list for handyman with skills Try this: Do pages of instructions make any sense to you? 
Or can you throw away the instructions and “wing it”? If 
so we need your help! Women’s shelter has approximately 
20 furniture kits for assembly. Your own screwdriver is 
optional. 

Headline for Opportunity Description of Volunteer Opportunity 
Instead of this: Vision Team Member Instead of this: United Way is seeking Vision Team 

members to help assure that the dollars we raise in our 
annual workplace fundraising campaign are put to best use 
by our 32 health and human service organizations that 
receive funding from us. You can make a difference. 

Try this: Put on your (proverbial) tennis shoes and Try this: A committee with an ACTION agenda! As a 

get ready to run on this committee! Vision Team member you will help assure that 
the dollars we raise in our annual workplace fundraising 
campaign are put to best use by our 32 health and human 
service organizations that receive funding from us. You 
can directly impact your community! 
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It is your careful completion of this section that 
makes the Corridor Volunteers work for you. 
Every potential volunteer will be checking off 
choices from these same lists. 

 
In general, you will rank higher in searches if you 
check the few categories that have the most direct 
relevance to this opportunity. If you find that many 
options are relevant, perhaps you are trying to 
describe more than one opportunity and should be 
using more than one form. 

 

3. Examples: 
o Must have CPR 

certification 
o Must have a clean 

criminal abstract 
o Must have an insured 

vehicle 
 

4. Volunteers can visit your 
website as they read your 
opportunity listing if you enter 
the URL 

Tenth Screen: 

 

Eleventh Screen: 
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Twelfth Screen 

   

Read the    
suggestions and make 
changes or continue. 

 
Fourteenth Screen: 

 
Thirteenth Screen: 

 

The Primary Contact is 
populated from your agency 
listing. 
 
 
If the volunteer opportunity 
contact is different, create a 
new contact here  
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Fifteenth Screen: 

This Screen will appear only if you choose to add a “one time opportunity” 

 

If you use a pop-
up blocker you 
will be unable to 
use this calendar 
icon, and you can 
enter information 
using the drop 
down bar instead. 

When you make a “One Time Opportunity” it will automatically appear on the event 
calendar. If this opportunity will be taking place over a span of days, then you can 
“Save and Add more Dates”. 
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