because together we rock.

The 10,000 Hours Show of Eastern lowa
NON-PROFIT TOOLKIT



Welcome Eastern lowa Nonprofit!

Thank you for your interest in The 10,000 Hours Show of Eastern lowa, a groundbreaking
way to encourage and reward volunteerism among young lowans. The 10,000 Hours
Show engages young people in the community and celebrates each year with a free
concert just for volunteers.

Through The 10,000 Hours Show of Eastern lowa (10K), you can uniquely celebrate your
conftribution to our community at no cost to your nonprofit organization. Anyone who
volunteers at least ten verified hours of service at your organization can earn a free ticket
to a concert that is limited to volunteers. All they have to do is register their service. And
all we ask of nonprofit organizations are timely verification of volunteer hours through the
Corridor Volunteers website and regular online posting of volunteer opportunities.

The 10,000 Hours Show of Eastern lowa's partnership with the United Way of Johnson
County (UWJC) helps make this process even easier for your organization. 10K’s Nonprofit
Toolkit includes concrete tools for simply and easily informing your volunteers about The
10,000 Hours Show of Eastern lowa. The packet includes:

A quick note on responsibilities of participating in 10K (Pg 3 of this packet)

Guide for signing up current volunteers (Pg 4)

Insert for a volunteer binder (Pg 5)

Emoil template for your volunteer listserv (Pg 6)

A short paragraph you can add to your Website or newsletter (Pg 6)

A sign-up sheet you can use to frack your volunteer event’s attendees and

their hours (Pg 7)

The 10K logo in a word document that you can post online or in your
newsletters (Pg 8)

B FAQ sheet (Pg 9)

10K sign-up quarter sheets to pass out to your volunteers (attached on CD)

Curren’r volunteer recruitment poster (attached on CD)

The Corridor Volunteers Training Manual (Pg 10-20)

Approving Hours on Corridor Volunteers Tutorial (Pg 21-25)

Use these materials in whatever way helps you utilize 10K's unique approach to
encourage and thank your volunteers. If you think of anything else 10K-related that may
be helpful for your organization to have, we would love to know about it! If you have any
questions or suggestions, email 10K's Nonprofit Director, Farah Towfic, at
10KEl.nonprofits@gmail.com.

Thank you for all the great work you do in this community,

Sincerely,

The 10,000 Hours Show of Eastern lowa Staff



Parficipating Organization Responsibilities

Affiliating your organization with The 10,000 Hours Show of Eastern lowa is easy! All we
ask of you is:

Be an active member of the United Way of Johnson County's and The United
Way of East Central lowa's online database and volunteer hours tfracking
system (found at www.corridorvolunteers.org)

Provide young volunteers the opportunity to serve your organization

Approve your volunteers' hours through the new database (the volunteers will
enter in their own hours, which will need to be approved by you, so please
remind your volunteers to submit their hours on www.corridorvolunteers.org)

Inform your volunteers of 10K (we can help...see the next page!)

Many thanks,

The 10,000 Hours Show of Eastern lowa Staff



Signing up your volunteers

With 10K, you can uniquely thank your volunteers —and it’s easy and free! Make sure your
volunteers know how to register for 10K and that you will verify their hours.

* At a volunteer activity, orientation/training for volunteers, or an appreciation event:
These events are a great time to get your current volunteers registered with 10K and
say “Thanks” with a free concert.

Option #1: Ask a local 10K representative to help sign up volunteers at your event!
We’II make a brief presentation and help people sign up

Your 10K Nonprofit Director for East Central lowa is Farah Towfic. You can
contact her by e-mailing 10kei.nonprofits@gmail.com.

Option #2: You can spread the word at your events, too!
Announce 10K at the beginning and end of your event.

Use the sign-in sheet in the Non-Profit Toolkit (Pg 7) to track the event’s
attendees and the hours they served.
Register volunteers at the event.

Put a 10K notice in any handouts you distribute (paste the enclosed website
addition if you wantl)

Option #3: Set up a display to inform your volunteers
Have a computer with internet available for them to sign up online.
B Piss out the 10K “5 Step” quarter sheets (enclosed) during or after an event.
Post notices at volunteer events saying it qualifies for 10K.

« There are a ton of other great methods, too...

Send a mass email to your volunteers (template enclosed)
Put a notfice on your website (blurb enclosed)

Put a 10K insert in a volunteer tracking binder (enclosed)
S’ruff mailboxes with our fliers

Proudly display 10K posters in your offices
» Get creative with it — anything you want!

 Have a greatidea for spreading the word? Let us know at
10kei.nonprofits@gmail.com.



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




(Form e-mail to copy and paste into a mass e-mail to your volunteers.)
Dear Volunteers,

Thank you so much for all the hard work you do for our organization. In order to express
our appreciation, we would like to tell you about a way to get a free ticket to a rock
concert that's exclusively for volunteers!

The 10,000 Hours Show of Eastern lowa (10K) is an effort to engage young people in their
communities through volunteering at local nonprofits. All you have to do to getinvolved is
sign up online at www.10000hoursEl.org. Click on “Volunteer Now!” and within minutes,
you're on your way to getting a great reward for volunteer work that you're doing
anyway!

We approve the volunteer hours YOU enter online and you'll receive an e-mail once
you've reached the minimum amount of volunteer hours (10). Ben Folds, Guster, Cake,
and Jack's Mannequin headlined 10K’s first four shows and the artist for the next concert
will be announced in the winter.

This year’s concert in our area will be held in April in lowa City — mark your calendars!

If you have any questions about 10K or the registration process, contact [your name] at
[your organization].

Thanks again for all that you do. We hope to see lots of you at The 10,000 Hours Show of
Eastern lowa's big concert in the spring. Sign up today!

[Your name]
(website blurb to paste into your site or newsletter)

Volunteer service at our organization counts toward The 10,000 Hours Show of
Eastern lowal!

By volunteering at least 10 hours with local nonprofits, including ours, you get a free
ticket to an awesome lowa City concert that's just for volunteers. Past performers
have included Ben Folds, Guster, Cake, Jack’s Mannequin, and this year's artist will
be announced in the winter. Join thousands of volunteers rocking the state by
registering at www.10000hoursEl.org. Ask us for more info!l



Date:

because together we rock.

Volunteer Sign-in Sheet

Name

Time In

Time Out

Total Hours







Frequently Asked Questions

| cannot login to Corridor Volunteers

Please make sure that you are entering your username and password under the
“agency login” heading. To reach the agency login screen, click on *“login” from
the tabs at the top of the screen on the Corridor Volunteers homepage and login
under the “registered agencies” heading. If you sfill experience difficulties logging
in, please contact Renee Litfin, the Community Volunteer Coordinator for United
Way of East Central lowa and United Way of Johnson County by e-mailing
rlitfin@uweci.org

What is my username for the Corridor Volunteers account?
Your agency name is the username for the Corridor Volunteers account

| have forgotten my password to Corridor Volunteers, how do | retrieve it?
If you have forgotten your password to Corridor Volunteers, please contact Renee
Litfin of United Way by e-mailing rlitfin@uweci.org

My agency is undergoing staff changes, how do | change staff contact information
on Corridor Volunteers?

After you login to Corridor Volunteers, click on the blue “agency listing” tab. You
can edit general information about your agency as well as contact information.
Please keep this information up to date as possible.

How do | set an event to be displayed on the Corridor Volunteers event calendar?
After you login to Corridor Volunteers, click on the blue “opportunities” tab. Be sure
to select “Add a date-specific opportunity” to ensure that the event is displayed
on the calendar after it has been approved.

My volunteer is having problems logging their hours on Corridor Volunteers, whom
should they contact?

If your volunteer is experiencing difficulties with the Corridor Volunteers website,
please ask them to contact their assigned squad leader by e-mail. If they do not
know who their squad leader is, he or she can contact Emily Alden, grassroots
director, at 10KEl.grassroots@gmail.com.

How do | verify volunteer hours on corridor volunteers?

See pages 21-25 for directions on verifying volunteer hours online. If you require
further assistance, please do not hesitate to contact your Nonprofit Director Farah
Towfic by e-mailing 10kei.nonprofits@gmail.com

Do you have other questions?

If your question was not addressed in this foolkit, please do not hesitate to contact
your Nonprofit Director Farah Towfic with any questions by e-mailing
10kei.nonprofits@gmail.com.




corridorvolunteers.org

Tral ni ng 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: §
Py Agencies:
Zipl [Zip Onky =] 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):

Add Agency Listing

* Name of yvour ag v

* Required fields.

Parent organization (if any)

Your employer's identification number (EIN), if you have one

More detail enables
potential volunteers to

General Information

Your answers to the following questions will define the potential image learn more about your
of ywour organization to those who access your information via this site, .
and may be the deciding factor in whether or not they choose to agency and mission.

contact you. Please give them some thought.

#* griefly describe your agency's vision and for mission (Please use complete
sentences)

Provide a more detailed description of your agency (Please use complete sentences)

Provide a history of your agency (Please use complete sentences)

-

Office Fax Number

Web Site Address

Contact Information

Please enter up to three main contact people at your agency.

* Primary Contact
Name [ [ Title | These are
(st rame) (last name) general agency
prans| Email| contacts. You
Second Contact will ha\{e &l
- [ i | opportunity later
e first name) (last name) e tO glve ContaCtS
Phone | Ermail| for specific
o TR volunteer
THikd.Gonmt opportunities.
Narme | _ Title |
ffirst nammai (last nama)
F’huneI Email {
() 000t
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Fifth Screen (continuation - bottom of page):

S

Local Mailing Address

{Wote: If needed, you will be able to enter more specific addresses for each of your specific
volunteer opportunities.)

Street |

City I State IChaaseaStata '| Zip

Provide directions to this address (Please use complete sentences)
H

Mearest Bus Line/Stop |
walking Distance (Minutes)

Your Password

+ Select a password

f

If you lose vour password, what question could we ask you? When
someone answers this question correctly, they will see your password so
please make certain that only you or a co-worker can answer this question
Password question

|

What is the answer ta the abave question?

[

Save and cantinue

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

xth Screen:

Suggestions to improve your
listing

myHome | Agency listing | Edit listing | Suggestions

Wa have the following suggestion(s) to improve the guality of your
listing, The better your listing looks, the more likely you will find
volunteers through this website,

» The description of your vision and mission is very short and
might not spark the interast of potential volunteers, We suggest
describing your agency's vision and mission more fully

s The description of your agency is very short and might not spark
the interest of potential volunteers, We suggest describing your
agency as thoroughly as possible so that volunteers truly
understand what your goals and activities are

o The history of your agency is very short! Many volunteers are
interestad in your agency's past and use that information a5 a

basis for their decision as to where to volupteer their time. We
suggest that you add a bit more information to your agency's
history

Feview listing to make suggestad changes [

Continue with no additonal changes |

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

additional changes.
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Seventh Screen:

If you have an electronic logo
you can browse to its’ location in
your computer, then click

Upload logo

myHoma | Agency listing | Upload logo

v ut:‘nrlfua;u_ [ Biowse.. | upload. It will automatically be
The magimum file size for your logo is 32 KB, The file you upload sized to fit your |IStIng.

must end with .gif or .jpg. 1deal images will be no lsrger than 200
pixels by 200 pixels (about 2.5 inches by 2.5 inches), Larger

images may not show up very clearly online, This is Optional- You will be
able to “edit” your listing to
Upload my logo | | o notwant o upload a logo | upload your logo at another
time.

Eighth Screen:

myHome | Agency listing | Welt_:on;e

You have now completed the first step of the

registration process. The information you have You are now registered as an
submitted regarding your organization has been sent Y ill d link
to one of our administrators for review. Once your agency! You will need to link at
information is approved, it will appear in the online least one (1) volunteer
directory. opportunity to your agency.

p Add an ongoing volunteer opportunity
b Add a one-time volunteer opportunity K

b Previ e For now, let's click on add an
review your agency listing as LN . .
volintears swill Sea ik ongoing volunteer opportunity.

Ninth Screen:

v wa Fefme the potental vikitesr s srisge

::-r' ;|’L-'.'II I‘;. ;"-2:. o ‘I'. : i el 2 ._- .__-,'ﬂ'.- .::;q::u-' M owhediar day choose to vl ey T he mOSt important 2
S boxes you will fill

in today! See the next pa
for some hints on how to

1. ¢ Headine Tor this opportumly
[This = tha mcsnmponeen sl on s sie

2. “ pascrha this valuntaare apportunity (Mlease use complata sentences), Rone

people love fownd real stories 1o e very effective o oltracthng volunbesss Lo your make Opportunltleattl’actlve
n?’]??:l:vw El= s=cond nost mporcsaol £1=ld oo this =si1te ;J and fun for VOlunteerS!

Fieaos pes the RAXC pags in tiis troiming manmal £oY idses on how ©O
prtract volnntests to your oppoctuniby.
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M ake 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 if

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

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 organizatioais 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 fuisiing
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:

3. Examples:
3, br you have any regquicements of your volunt eees? Foe example, is thees o 0 Must have CPR
training reausreme=nt? Are there any Bmitations an who mey volucstess for this [ .
opportunity? (Plense use complete santancas) | certification
- 0 Must have a clean
o criminal abstract
0 Must have an insured
4, web site address: vehicle
|
[ BwsardContrun | 4. Volunteers can visit your
website as they read your
opportunity listing if you enter
the URL
Eleventh Screen:
When do you need volunteers?
W Evenlngs rone-Time  © Weskends
I~ Manthly W Waskdays © Weskly
I~ Occasional
with which groupis) would the volunteer{s) work?
S E'r\\r'ants / Preschoolers (0~ T Govt Ald Recipients
I Children (5129  Homeless
I" Adolescants (13-17) I~ Law Offenders
™ Young Adults (18-25) I II;\L:E':'?:D”E { ) ) ; .
P Adkdts (650 rHen It is your careful completion of this section that
I uits (3 Hicary -
DAN ke 1k Eshelaty makes the Corridor Volunteers work for you.
I~ Dissster Victims Cwomen Every potential volunteer will be checking off
I~ Families / Parants rReligious Groups

an which issueds) would the volunteer(s) work?
{Please check only the issues that volunteer would directly impact
through this opportunity.)

™ Consurmes = Mantal Health

choices from these same lists.

~ Aging r Homelessnese In general, you will rank higher in searches if yo
I AIDS / HIY I Housing . .
al o check the few categories that have the most dirg
BAte T ikpabir) rele_vance to this opportunity. If you find that ma
Lol Bieel options are relevant, perhaps you are trying to
BRmny FiMerte describe more than one opportunity and should

using more than one form.

pCt

be

I~ Crime  Maritoring Services

 Culkursl @ Manprofit
Organization

I~ Death and Dying r Paolitical

# Disabllitizs T Poverty

I~ Disaster ¢ Emergency  Public Assistance

I~ Domestic Viclence r Reproductive

I Drug Abuse ~ Rural

WHne A8 4 ) Or mvieyestl s ) shookd your volunteer
Frovee s

i Lhlicrar
Cout-mpaintad

Eamilies

4 F9§ 7590 8 7

Sivas 2 Loviiwiia I

L T T e P Rl Vitist typees Of volunisies do yos sorese?

= Indlwdus
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Twefth Screen

Suggestions to improve your
listing

myHame | Opportunities | One opportunity | Suggestions

We have the following suggestion(s) to improve the guality of your
entire listing, The better your listing looks, the more likely you will find
volunteers through this website,

¢ Your headline is very short, We recommend that your headline
contain not only the name of the volunteer position but some
information about the type of work the volunteer will be doing,

o The overall description of the opportunity 15 very short and might
be too vague, Your description is one of the key elements in
convincing the volunteer to take the final step to bagin
volunteering. Please provide enough information so that the

volunteer can get excted about working with your agency!

Beviewlisting 1o make suggested changes

Cortinue with no eddilional changes |

Read the
suggestions and make
changes or continue.

Thirteenth Screen:

x - Location
myHome | Logabores | X
Flease sploct an ooetng lotshon o sssigy to e o salect Big apbon
totraats araw locabar,

& 3001, Viryard Blvd. Siite 700 |::__\__I>The Location iS populated from

Horalulu, HI 36817
{EEa 3 e
» Edit this lacation

& Create 5 row location

Caninie wﬁ

your agency listing.
If the volunteer opportunity is

at a different location, create a
new location here.

Fourteenth Screen:

X - Select Primary Contact

myHeme | Lontacs . x
Arass sakedt the prm ary cantact far' 4o salerr the-optinn m wreats
2Tt

& Juddith Cantil,

» Edit thes contadct

 Creste 3 naw contact —

[T

| [contact is different, create a

The Primary Contact is
populated from your agencyj
listing.

If the volunteer opportunity

new contact here
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Fifteenth Screen:

This Screen will appear only if you choose to adtioae time opportunity”

s - Add event date If you use a pop-
myHome | Opportunities : One opportunity : Event dates : Add date Up blocker you
Specifying an event date means the event will appear on our calendar 1

on the day you specify, In addition to the date, you can optionally will be_ Unable to
specify a start and end time for the event. Leaving the time hlank use th|s Ca]endar

implies the event takes place all day.

icon, and you can
If this event takes place on more than one day, select "Save and Add enter information

More Dates" when you're ready, .
using the drop
down bar instea

1. * Event Date: [Janvery =] [28°  [2004 gt

The svent date rust be within the coming yeaar

2, Start time; ISAM :]'

A Use the default
3. End time: |5 PM ot . “« 2
setting “No™.
4. How many volunteers can participate in this event? [
5. Can volunteers sign themselves up for this event? Cves ® No <
Save and Add More Dates Save and Confinue I

I

v

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




corridowolunteers.org

Approving Hours
Tutorial

because together we rock.
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1. Log on to www.corridorvolunteers.org through the agency
login link on the home page.

2. From the title screen below, select the indicated Hours tab.

Presenting Sponsor

Rockwell
Collins

powered by United eWy

myHome | Centact Us | About Us | _ogout
Your Organization Name N

Contazts

iew Listing portunities | Events | Board Bank

| — Select Action - ={ Go

Tip: If you add a date-specific volunteer opportunity, dont forget to manage the dates of the event on our enline volunteer calendar. Click on the name
of the opportunity to manage the dates.

Date-specific opportunities automatically expire the day after their last date.
Registation date: Jar 18, 2007
| General Administration

¥ View statistics on your listings

¥ Learn about the Community Spotlight
b Link to your listing

¥ Change Password

Contact ComiderVaoluntears org | Privacy Staternent | Terms of Senice

The incluzion of sny orgarization or person in this dalabase does not wonstiute 8 . wamaty, or with respect to the competence, suitability, orrelistility of such
orgatizatian of persen by ComidoryVolJntesTs ong; nor does Comidonvolumtesrs,ong sponsor of endaise any Thid-pary web sie.
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3. You should see a list of volunteers who have submitted
volunteer hours for your organization. In the example below,
one volunteer hour has been submitted under the listing “The
10,000 Hours Show."

%5 The 10,000 Hours Show (10K) - Volunteer Hours - Mozilla Firefox =g (5]
Fle Edit View Hgtory Bookmarks Tools Help .
@ - - @ L (5 | bt voluntesrsolutions.orgumic/agencyhome hours [ 2] B [Clr|zeid towsc =

@ 1con [Glemai [| Principles of 52 Design [ Computer Graphics | PLC < Networks || Algorithms. [2) Asian Humanities §4/ Wireless Door Lock % Surmaster Desin Te... IE MSF Fastiane ;1 Gra... [| University of CA, 5a..
__] || The 10,000 Hours Show (10K) - V... (3 [ [} Your Hours = |

Backwe/ A
Coflins

powered by United elWay
myHome | Contact Us | About Us | Logout

Referals

Status | o)) -
Filter

b Export records
‘otal hours:

Results: 2 | Create PDF Page: |1 of 1 ;l MNext
I Status Entered On'~ Listing Name Email Date. #Hours
™ 1 Submitted (Approve) Jun 3, 2007 The 10.000H. .. Farah Towfic farah-towfic@uiowa edu Jun 03, 2007 1.00  Details
™ 2 Approved Apr10, 2007 The 10.000H . John Smith John-smith@uiowa.edy  Feb 19, 2007 to Mar 02. 2007  4.00 Details
Results: 2 | Create PDE Page: [10f 1.7 Next
Al 5
@ Fe[ et @ Brevios Ll Hiblghtal [ Mathosse
Bzl gl @3 3¢ @ @ [@ the 10,000 Hours sho.. L) OM i0Koras HOTon oV | (] Mierazoft Excel - untegis. .. | ] Document1 -Mierosoft . Z2 i s adE ssm
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4. You can approve this volunteer in one of two ways:
a. To approve hours for a single volunteer:

i. Click on the Approve button under the status
column, indicated in green below.

Your Organization Name .volunteer Hours

Cverview | Agency Listi Opportunities Board Bank | Product Connedtions Locations | Referals
Filters

Status | aj -

Filter I

¥ Export records

Total hours:
Results: 2 | Create PDF Page: m Next
I~ Status _Entered On A Listing Name Email Date # Hours
[T 1 Submitted (Approve) Jun 3 2007 The 10.000H. . . Farah Towfic farah-towfic@uiowa edu Jun 03, 2007 1.00 Details
[T 2 Approved Apr 10, 2007 The 10.000H. . . John Smith lohn-smith@uiowa.edy  Feb 19, 2007 to Mar 02, 2007 400 Details
Results: 2 | Create PDF Page: m Next

ii. Click the Approve 1 log entry button, indicated
below.

Approve Log Entry

Overview Agency Listing Opportunities Board Bank Product Connections Contacts Locations Refemals
Date: Jdun 3, 2007
Listing: The 10.000 Hours Show (10K}
Volunteer: Farah Towfic, [ ) - , farah-towfic@uiowa.edu
Status: Submitted (Approve)
Number hours: b
Created on: Jun 3. 2007

Approve 1log entry | Cancel |

Contact CorridorVolunteers org | Privacy Statement | Terms of Senice

The inclusien of any erganizaticn or parsen in this doss not itute =

q , warranty, or endorsamaent with respect to the competencs, suitability, or reliability of such
crganization or person by ComidorVolunteers.org; nor does ComidorvVolunteers.ong sponsor or endorse any third-party web site.

iii. You should then be taken back to the hours screen

and the entry should be marked as approved, as
seen below.

Your Organization Name . volunteer Hours

Status All

Overview

Filters

Agency Listing

Opportunities Board Bank Locations Referals

Hours

Filter I

¥ Export records
Total hours:

] Email Date # Hours

= 1 Approved Jun 3, 2007 The 10.000H  Farah Towfic farah-towfic@uiowa edu Jun 03, 2007 100 Details
I~ 2 Approved Apr 10,2007 The 10.000H  John Smith lohn-smith@uiowa.eduy Feb 18, 2007 to Mar 02, 2007 400 Details
Results: 2 | Create PDF F'age:l 1of 1 -'l Next

Results: 2 | Create PDF

Page: I 1of1 vl Next
Status Entered On ~ Listing Mame

24




b. To approve hours for all volunteers at once:
i. Click the white square box next to the Status column,
indicated in purple, to select all volunteers.

Your Organization Name . volunteer Hours

Orverview Agency Listing Opportunities

Board Bank Product Connections Locations Referals

Hours

Filters

Status | Al -

Filter |

¥ Export records

Total hours:
V4
Re% 2 | Create PDE Page:m Next
o Status Entered On A Listing Name Email Date # Hours
[T 1 Submitted (Approve) Jun 3 2007 The 10.000H. .. Farah Towfic farah-towfic@uiowa.edu Jun 03, 2007 1.00 Details
[T 2 Approved Apr 10, 2007 The 10.000H. . . John Smith lohn-smith@uiowaedy  Feb 19, 2007 to Mar 02, 2007  4.00 Details
Results: 2 | Create PDF Page: m Next
ii. Select Approve, indicated in purple below.
Your Organization Name . volunteer Hours
Overview | Agency Lising | Opportunities Board Bank | Product Connedtions ccations | Refemals
Filters
Status | Al -
Filter I
¥ Export records
Total hours:
Results: 2 | Create PDF Page: m Next
I Status Entered On A Listing Name Email Date # Hours
[T 1 Submitted (Approve) Jun 3 2007 The 10.000H. .. Farah Towfic farah-towfic@uiowa edu Jun 03, 2007 1.00  Details
[T 2 Approved Apr 10,2007 The 10.000 H. . . 'John Smith lohn-smith@uiowa.edu  Feb 19, 2007 to Mar 02, 2007 400 Details
Results: 2 | Create PDF Page: m Next
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