because together we rock.
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YOU VOLUNTEER.

YOU ROCK.

1) Visit www.10000hoursEl.org and sign
up to volunteer.

2) Search for a volunteer opportunity at
www.corridorvolunteers.org.

3) Volunteer at least ten hours in the
community between now and March.

4) Confirm your volunteer hours online
at www.cooridorvolunteers.org.

5) Earn your free concert ticket to a

show in April!

because together we rock.

United
| Way

AR
visit www. 10000hoursEl .0rq for more information. @‘t i

45
The Universiy

oF lowa
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ecause together we rock.







%0%"'>

- &
n$ % &%
1& 1% &J '& | &% &
( I 1 ' 2
& '&!'J '"& %
Lo 1™ %2
% 1 ‘4 ' % 5

& BB: '! ) %&)
! ! |

(% " & $* Oog&" *I*

(

Prg r&J

& &
E ' 1 && &
1 4
1 %% " &
/

I
) ! /

1& 1% &J (*H
Ly

& /
| J (*C
) %

- & )
2

1 (% n * %I
F'"%0" &

| % @ !

% " &



corridorvolunteers.org

Training Manual

Creating an Agency and
Volunteer Opportunity Listing

Questions?

Renee Litfin e e
Community Volunteer Coordinator for UnltEd N7\
United Way of East Central lowa &
United Way of Johnson County
1030 %" Avenue SE #100

Cedar Rapids, 1A 52403-2479

Way ¢

Telephone: (319) 398-5372 x22 or 1 (800) 3322818
Fax: (319) 398-5381
rlitfin@uweci.org
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To get started: Type the following URL in your Internet explorerdadss bar:
www.CorridorVolunteers.orghen click on “We have a separate login for agesic

First Screen:

Welcome!
Find A Volunteer Opportunit
H’eword5§ Opportunities: §
s Agencies:
Zip| [Zip Onty =] ol
l— Soacial lesue — l—l {Jan 16) Environmeantal
(or, try a Tull search) Er::;:;hnn Teaching Docent

{Dec 26) Honeyda list for
US";"I’I‘I@I’I‘II‘:','I Handyman (mors)

Fassword| Gl

(Dec 15) Campaign Team

= [f you do not yet have an account, please recister
« WWeo have a separate login for organizations = More new listings
sign Up7?
Hegister for free to save you
interests for fast future
If you would like to stafit recruiting volunteers online, pleasa searches. You can slso

post your voluniesr oppodunities choosea to receive amail
updates to avtomatically let

you know of any new ar
matching opportunities

Begin by clicking
here. Please be
alerted that to
return at a later
date you will
start here also.

Second Screen:

powered by Volunteer Solutions
Contact Us | aAbout Us | Login

Organization Sign In

REGISTERED ORGANIZATIONS To begin
Agency Name || your first
Password l time
- L Forgot My Password registration,

» Need help logaing in?

click on

New orcanizations SR
b Register Here! — | Here!”

¥ Who Should Sign Up?




Third Screen (bottom portion):

The signup process should take approgimately 15 minutes provided
that you have all the information listed below available,

Before sktarting, make sure you have the following information on
hand:

e Primary agency contact's up-to-date email, phone number an
address

Fassword for your agency to later update their infarmation
Employer Identification Number (EIN) optiona!

Agency's Mission statement

&gency description of services statement

Coordinator's name, phone and address for each listing

Title of listings, descriptions, and dates (where applicable)

* Agency Name: | =t E_nter your Agen_cy’s name
with the appropriate

capitalization, spaces,

Bigh Up! [ commas, periods, etc. Ma|
a note of the way in which

you entered your agency’s
name for future ease in
signing in.

Fourth Screen (top and bottom of page):

Terms and Conditions

PLEASE READ THESE TERMS OF SERVICE BEFORE YOU REGISTER TO USE
OUR SERVICES, BY REGISTERING, YOU AGREE TO BE BOUND BY THESE
TERMS OF SERVICE, WHICH GOVERMN YOUR LSE OF THE CONTEMT,
SERVICE &AND WEB SITE. IF ¥OU DO NOT AGREE TO BE BOUND BY THESE
VOLUNTEER QRGANIZATION TERMS OF SERVICE, PLEASE DO NOT
REGISTER.,

Read all of the Terms and
Conditions listed on the web
page, and if you agree click to
continue.

By continuing, you agree to these terms of service

| Agree, continue | Digagree; go back:
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Fifth Screen (top of page):

* Required fields.

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

These are
general agency
contacts. You

will have an
opportunity later
to give contacts
for specific
volunteer
opportunities.

14



Fifth Screen (continuation - bottom of page):

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

Sixth Screen:

Read the suggested
improvements, and either
click to review your listing
again or continue with no

additional changes.

15



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 pa
for some hints on how to
make opportunitieattractive
and fun for volunteers!

16




Make this area FUN! Read these four volunteer opportunities and thbdughow

to word your listing to attract the greatest

ingkre

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 outeafschool
program. Kids who are mentored are twice as likely
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 updategvay
walls and make our office inviting for staff andecits.

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 “wirig it

so we need your help! Women'’s shelter has apprdeima

20 furniture kits for assembly. Your own screwdriise
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 raisarin
annual workplace fundraising campaign are put 81 bse
by our 32 health and human service organizatioats th
receive funding from us. You can make a difference.

Try this: Put on your (proverbial) tennis shoes a
get ready to run on this committee!

Try this: A committee with an ACTION agenda! As a

Vision Team member you will help assure that

the dollars we raise in our annual workplace fursiing
campaign are put to best use by our 32 health amh
service organizations that receive funding fromYmsu
can directly impact your community!

17




Tenth Screen

Eleventh Screen:

3. Examples:
0 Must have CPR
certification
0 Must have a clean
criminal abstract
0 Must have an insured
vehicle

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

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 yo
check the few categories that have the most dirg
relevance to this opportunity. If you find that nga
options are relevant, perhaps you are trying to
describe more than one opportunity and should
using more than one form.

=

pCt

be
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Twelfth Screen

Thirteenth Screen:

Fourteenth Screen:

Read the
suggestions and make
changes or continue.

The Primary Contact is
populated from your agency
listing.

If the volunteer opportunity
contact is different, create a
new contact here

19



Fifteenth Screen:

This Screen will appear only if you choose to adtiome 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 instea

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