Metro United Way e-Volunteer
Volunteer Administrator Guide

Quick reference guide to volunteer opportunity management on
Metro United Way’s e-Volunteer website.
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WELCOME VOLUNTEER! From the Metro United Way e-Volunteer home

page, select VOLUNTEER ADMIN LOGIN from
the TOOLS FOR ORGANIZATIONS menu.

VOLUNTEER

Give an hour. Give a Saturday. Give your best. We all have special talents and things we can do to help. No
matter when you've participated in the past. or if you're looking to get involved for the first time, coming
together to volunteer is one of the best ways to connect heads, hearts and hands around Metro United
Way's work to create lasting change.

Volunteering is also a great way to make new contacts, learn new skills, gain work experience, meet new
people, and most importantly, make a difference in someone's life

Metro United Way's Volunteer website makes volunteering fun, easy and accessible to individuals, families,
groups and corporations. Discover how rewarding volunteering can be - whether you're 18 or 80, a high
school student or a retiree, part of a community service group or a corporate president.

You will land on the general login page where you enter your user
ID and password. Once you have logged in, you will see the
Volunteer Organization Home where you will be able to add a
new volunteer opportunity, update an existing opportunity,
remove an existing opportunity, update your individual profile, and
update your organization’s profile as it appears on the e-
Volunteer volunteer matching site.
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Welcome to Metro United Way's volunteer administration site.
Select options from the menus above to manage your organization profile and volunteer opportunities.
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From the Volunteer Organization OPPORTUNITIES

Home page click on the @open Bpubish Clciosed Dlbxpred
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page, get the hit history for an opportunity, copy an existing opportunity, edit the dates and times of an

opportunity, get a list of volunteers referred for an opportunity, get the history of the opportunity, or add a new
opportunity.

Adding a New Opportunity:

Click on the Add button in the bottom left and you will be brought to a blank Opportunity Maintenance screen
where you can begin to fill in the blanks about your new opportunity. First fill in the Opportunity Title and then a
description of what the opportunity entails.

Next, click on the Contact Icon and enter

VOLUNTEER AGENCY HOME OPPORTUNITIES ORGANIZATION PROFILES LOGOFF the first and last name of the opportunity
contact who is the person who will receive
OPPORTUNITY MAINTENANCE notification via email that a volunteer is
oottt | interested in the opportunity.
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Type O individual O Group Click the Search button to load the
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Click the Add button to enter a new volunteer contact. Fields marked with an asterisk are required. Then click
the Add button.



Leave the Class set to “General” and Sub-Class to *None. Select whether it is an individual or group project
and set the priority. Add the “from” and “to” dates to indicate when the opportunity is available and enter the
minimum and maximum number of volunteers for the opportunity.

Disregard the Days field and select the length
of the opportunity from the dropdown.

Days

Length of Opportunity

Part Time

Next, enter the minimum age for the
opportunity or minimum age with supervision
and maximum age if there is such a
requirement.

~

Click the Private box if you wish to keep the
location of the opportunity private for security
reasons.

Leave the Receive e-Mail Schedule set to “As
Occurred.”

Minimum Age

Minimum Age with Supervision

Maximum Age

Private O

Receive e-Mail Schedule As Occurred ™
Required
Supplied

Enter any required materials the volunteer
would need to bring with them and/or any
materials that you will be supplying for the

opportunity.

Your address will already be populated in the Address fields. You need to change this if the opportunity will be

located at a different location.

If your opportunity will be
associated with a specific
event like Mayor’s Give A

Day, check the box next to
that event.

Check all locations from which
you wish to acquire volunteers.

Select from the list of
populations those groups that
the volunteer opportunity will
be serving.

Events
[Jups Global Volunteer Month (09/19/2015)

Interests

O Back to School O Financial Stability O Holiday - Halloween O summer

0 Education 0 Group Volunteer Opportunities L1 Metro United Way Excellence Academy O vouth Friendly
| Family Friendly | Healthy Lives M other

Locations

O Residents in Southern Indiana (] Residents in Bullitt County O Residents in Jefferson County
O Residents in Oldham County O Residents in Shelby County

Populations

O infants / Preschoolers (0-4) L] Adults (26-54) O Homeless O Low-Income / Poverty
U children (5-12)
O Adolescents (13-17)

U Young Adults (18-25)

O Faith Based Community
O pisabledyill

O senior Citizens (55+) O Refugees/Immigrants

M Animals O survivors of Disaster

d Building Strong Families O survivors of Domestic Violence




Report To

[ Report To Court [1 Report To School

Skills (Must Have Al CJ)

O Advocacy
O caregiver O General Office/Admin
O companionship 0O Landscaping
O construction/Maintenance
O counseling/information Support [ Leadership Development
[ pisaster Services O Legal Services
[ english Language Instruction (I Mentoring
O Finance/Accounting

O First Aid O painting/Wallpapering

Special Needs

[ Wheel Chair Access

Time

O weekdays (] weekly O evenings [ Monthly

0 weekends O Occassional [ one-Time

Training (Training ()

[ Agency seminars [ Allocation Training O Diversity Training

O Fundraising/Community Giving

O Program Management

O public Relations/Outreach [ Art/Culture

O Reading

O Language Translation/Interpretation (] Recreational Activities/Sports (] Food Preparation/Delivery

O special Events.
[ Tax Preparation
O Transportation

O Meal Preparation/Serving/Delivering (I Tutoring

O math/science

0 Animal services

O computer/internet Services

O Teaching
O writing / Editing

Editing an Existing Opportunity
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If you accept court ordered or school required
volunteers, mark the applicable Report To
fields.

Select all of the skills that align with the needs of
your volunteer opportunity. This will further help in
matching qualified volunteers with your opportunity.

If your volunteer opportunity has wheelchair access
and can be performed by those individuals who use
wheelchairs, select this item.

Next indicate the times the opportunity is available
to be performed. Again, this assists in matching
volunteers with your opportunity.

Indicate any required training and click the Add
button to submit you opportunity. You opportunity
submission will be received by Metro United Way
for proper vetting, and in a short time, your
opportunity will be published and available on the
website.

Log in to the site as above, and if you have
existing opportunities you would like to update,
copy, or view the history of, you can do so here,
too. Change the sort criterion by checking the
appropriate opportunity status boxes to see open,
published, closed, or expired opportunities that
you wish to work with.

The icons are described below:
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To do a comprehensive edit of the =TI CNITED

opportunity, simply click on the METRO UNITED WAY
Opportunity Title, and you will be VOLUNTEER AGENCY HOME | OPPORTUNITIES | ORGANIZATION PROFILES LOGOFF
irected to th m itin reen
directed to the same editing screens | - gppgpryyyigs
you see when building a new LRI
opportunity. L1
Opportunity Title Start End Status

i} %  Wash my hippo 06/17/2015 12:00 AM 07/31/2015 12:00 AM Publish

Once you have made your edits,
click on the update button at the oo |
bottom of the screen.

G IVE STAY CONNECTED BY EMAIL: METRO UNITED WAY BET HELP: 2-1-1

334 East Broadway ABOUT US

ADVOCATE. Losirle, K 1282 comcrus

100UE VAN nAV BuiTen 5025832821 CAREERS

Organization Profiles

You can update the name of your organization and add your
website address if you like by selecting the Organization

VOLUNTEER AGENCY HOME OPPORTUNITIES ORGANIZATION PROFILES LOGOFF

ORGANIZATION PROFILE Profiles menu and then Organization Profile.
AT || rere You can update or add contacts from your organization by
et Shoes omoimon selecting Organization Contacts from the Organization

l Profiles menu.

Web |

R R DO Click on the pencil icon to edit an existing contact. Click on
*"‘["‘ii the red “X” to delete a contact or click on the Add Contact

button to add another contact for your organization.

You can view and edit your personal profile by selecting My
Profile from the Organization Profiles menu. You can change

VOLUNTEER AGENCY HOME OPPORTUNITIES ORGANIZATION PROFILES LOGOFF

your name, add or update email addresses, add your home NEW CONTACT FOR TEST - VOLUNTEER ORGANIZATION
address, and even change your password. Name: | i |
Accounts 1-1o0f 1
To change your password click on the pencil icon next to the O Farquar, Mr. Fernando
obscured current password and enter your new desired contact Type * | ERTRTERRTT]
password Effective Date lij]
Expiry Date lij
You can even review and update your own volunteering profile to | ™" e
set your matching criterion by clicking the Volunteer Info button at
the bottom of the Your Profile Information page. |

Managing Your Volunteers

When a volunteer registers for your volunteer opportunity, you will automatically receive an email from the
system letting you know their name and contact information. You should reach out to them to confirm that you
received their volunteer registration and include any detailed or special instructions they may need to know (ex.
parking, wardrobe suggestions).

You can see a list of all the people who have signed up to volunteer for an opportunity by clicking on the
Volunteer List icon to the left of the opportunity title on the Opportunities page. Once there, you should go
through the list of volunteers and update the status of volunteers that you would like to assign to the opportunity.
To do so, simply click on the pencil icon to the left of their name to open the update screen. Once there, change
the Assigned Status drop-down box to “Assigned”. Then click Update at the bottom of the page.



To decline a volunteer (ex. they don’t meet the age requirements), follow the same steps as above, but change
the drop-down box selection to “Declined by Agency.” Please make sure that you email volunteers that you
decline in a timely manner to let them know that their services are not needed.

You can also send emails to volunteers through the e-Volunteer system. Go to the opportunity, and click on the
“Volunteer List” icon. If you would like to send an email to all the volunteers listed there, click on Send Email. To
send an email to just one volunteer, click on his/her email address. To only choose volunteers that have a
certain status (ex. “Assigned,” “Referred,” etc.) choose that status from the drop down box at the top of the
page, and then click “Send Email.”

On the Send Email screen, you will see that your email address is listed as the sender. Type your subject and
email text, and then choose from the options at the bottom. You can “View Message” to see what the message
will look like, attach a file, cancel the email, or hit “Send,” and it will send the email to the chosen recipients.

Logoff

Finally, when you are all done you can click the Logoff button at the top right of the menu bar. Logging off will
return you to the Agency login page.



