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Getting Started

Getting your agency information online and accessible to interested volunteers is just a few clicks away.
Logging In to Your Account

To log in: Go to www.bloomington.in.gov/volunteer 

Click on “Post A Volunteer Opportunity”
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Registered Agencies enter their Agency Name and Password, being careful to include proper capitalization, commas, spaces, etc.

Updating Your Agency Profile
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You have now completed the first step of the registration process. The information you have
submitted regarding your organization has been sent to one of our administrators for review.
Once your information is approved, it will appear in the online directory.
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» Post an item that your agency needs

» Preview your agency listing as volunteers will see it




Changing Your Password

On the Agency Home page, click on the blue “Overview” tab and select the “Change Password” link. Follow the online instructions to change your password. 

We HIGHLY recommend that you use the password question “What is your dog’s name?” and answer it with your agency’s name. ***Write down your answer to the password question.***
General Updating from the Agency Home Page

It is from your agency home page that you access all of the information that you have entered as well as any information that has been collected from visitors to your agency.

To list a new opportunity, go to the “Opportunities” tab.

To list material items needed or see items available, go to the “Community Wish List” tab.

Updating/Adding Contacts & Locations

If your agency has added any new locations or contact people for services or volunteer opportunities, please go to the blue “Contacts” or “Locations” tabs at the top of the Agency Home page to add them.
*We suggest including a general volunteer contact as the primary contact along with the name of the executive director on your agency profile page. Additional contact names can be added and assigned to volunteer opportunities in addition to these primary contacts on your agency’s home page.
Section
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Volunteer Opportunities
Creating and managing volunteer opportunities with Volunteer Solutions.

Opportunities are created in VS as either date-specific or ongoing activities. As their names imply, date-specific opportunities are tied to one or more specific dates and expire when their dates have elapsed, whereas an ongoing opportunity is a task for which you need volunteer assistance on a continual basis that remains posted in VS until you disable or delete it. 

Adding A Volunteer Opportunity
The process for creating opportunities is essentially the same for both types of opportunities, with the exception of date-specific opportunities requiring you to select one or more dates on which the opportunity will be offered. You can change a date-specific opportunity to an ongoing one and vice versa later on, if necessary.

To create an opportunity:

1. Log in to your Agency account (see “Logging in to your Account”)

2. On your Agency’s myHome page, find the Opportunities tab and click it.
3. Depending on the type of opportunity (date-specific or ongoing) you wish to create, click either the Add a Date-specific Opportunity link or the Add an Ongoing Opportunity link.
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4. Supply the information requested in the fields provided in the Add opportunity pages, clicking “Save and Continue” to move between pages.

Tips for a Successful Volunteer 
Opportunities Entry 
Note that fields marked with an asterisk ([image: image3.png]


) are required.
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Make Your Volunteer Opportunity Description 

Fun and Interesting!

Instead of this: After school program seeks a volunteer to help kids with reading and other activities.
Try this: See books and games through the eyes of a ten year old. read, play and visit with kids in the afterschool program. Kids who are mentored are twice as likely to finish school as those who aren’t.
Instead of this: We need some help to paint our office.
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. 

Instead of this: We need someone to assemble approximately 20 furniture kits.
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. 

Instead of this: United Way’s Community Building Group is seeking Community Care Team members to help assure that the dollars we raise in our annual workplace fundraising campaign are put to best use by our 64 health and human service organizations that receive funding from us. You can make a difference.
Try this: A committee with an ACTION agenda! As a Community Care Team member you will help assure that the dollars we raise in our annual workplace fundraising campaign are put to best use by our 64 health and human service organizations that receive funding from us. You can directly impact your community! 

Include Any Special Requirements
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Add Opportunity Website - Contact Person - Location

Volunteers can visit your website as they read your opportunity listing if you include your URL.
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***If your preferred contact person or location is not in the drop down list, select “another contact” or “another location” and a screen will appear later for you to enter the information. The agency contact person and location will automatically be entered as the contact person for the volunteer opportunity unless you select another.


Indicate Special Circumstance Acceptance
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Add Search Features

Note:  It is your careful completion of this section that makes the Volunteer Solutions Search Engine 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 (we recommend selecting 3 or fewer categories). If you find that many options are relevant, perhaps you are trying to describe more than one opportunity and should divide the description into separate listings.
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Click Save and Continue, read the suggestions and make changes or continue.
Assign a Location
When you reach the Geographic location page, specify whether the opportunity is offered only at the location you specified when registering, or is available at multiple locations. If the opportunity will only be offered in the location specified when you began creating its listing, click No - only this location is available. If the opportunity will be offered in multiple locations, click instead Yes, more than one physical location is available, after which you will be prompted to provide additional location information and click Save and Continue.
Complete Opportunity Registration

When finished, VS will display the Registration Complete page for the new opportunity, which notes that your opportunity will appear in VS once an Administrator has viewed and approved it.
Opportunity listings to expire after one year. VS will prompt you to update the listing by displaying a link in the Tasks section of the Overview tab of your Agency account.
Modifying A Volunteer Opportunity

You can make changes to volunteer opportunities after they are created. The instructions in this topic will describe how to make most of the changes you are likely to make to an opportunity. Some specific changes to opportunities can be made in other ways, and are described in other topics. For example, see Changing Opportunity Types (ongoing to/from date specific) for changing a date-specific opportunity to an ongoing one (and vice versa); Assigning Contacts to Listings for changing contacts for an opportunity using the Contact Manager; and Assigning Locations to Listings for changing locations for an opportunity using the Location Manager. 

To modify an opportunity:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Opportunities tab and click it.

3. On the Opportunities page, find the opportunity you would like to modify in the table of opportunities and click the Details link on the right side of its entry. If the opportunity has expired, is disabled, or has not yet been approved by an Administrator, it is considered inactive; you may have to click the Inactive Opportunities link at the top of the table of opportunities to find it.

4. When the Details page for the opportunity is displayed, find the section containing the opportunity information you would like to change and click its Edit link. For example, to edit the general information of the opportunity (such as the description or requirements), click the Edit General Information link in the General Information section.

5. Make the desired changes on the pages provided and click Save and Continue (or Continue) when finished.

Changing Opportunity Types (ongoing to/from date specific)
You can change a date-specific opportunity to an ongoing one and an ongoing opportunity to a date-specific one. If you change an ongoing opportunity to a date-specific one, you will need to assign one or more dates to the opportunity (described in Step 6 below).

To change the opportunity type:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Opportunities tab and click it.

3. On the Opportunities page, find the opportunity you would like to change the type of in the table of opportunities and click the Details link on the right side of its entry. If the opportunity has expired, is disabled, or has not yet been approved by an Administrator, it is considered inactive; you may have to click the Inactive Opportunities link at the top of the table of opportunities to find it.

4. If the opportunity is currently a date-specific opportunity, on its Details page you will see a link labeled Turn into an ongoing opportunity. If it is an ongoing opportunity, you will see instead a link labeled Turn into a date-specific opportunity. Click this link.

5. When the Type changed page is displayed, click the Back to the opportunity administration link. You will be taken back to the Details page for the opportunity.

6. If you have changed a date-specific opportunity to an ongoing one, you are finished (unless you need to change other information or settings for the opportunity; see Modifying a Volunteer Opportunity for more information). If you have changed an ongoing opportunity to a date-specific one, you will need to assign one or more dates to the opportunity. On the Details page for the opportunity, find the Upcoming Dates section, click the Edit dates link, and then click the Add a date link on the Event dates page. Follow the instructions on the Choose dates page to select one or more dates for your opportunity.

Once a staff member is listed in the Contact Manager, they can be assigned as contacts for listings. Both the Agency listing and opportunity listings require that a primary contact be designated, but the Agency listing also allows you to add a second and third staff member as backup contacts.
Tip: 

If you add a date-specific volunteer opportunity, don't forget to manage the dates of the event on our online volunteer calendar. Click on the name of the opportunity to manage the dates. 

Date-specific opportunities automatically expire the day after their last date. You can adjust the expiration date when entering an opportunity so that it can be viewed year round.
Assigning Contacts to Listings

To assign contacts to listings:

1. Log in to your Agency account (see “Logging in to your Account”).

2. When VS displays your Agency’s myHome page, find the Contacts tab near the top and click it.

3. Find the listing you would like to change the contact(s) for in the table of contacts on the Contact Manager page and click the Edit link on the right hand side of its entry.

4. If you are changing the primary contact for an opportunity listing, select the new contact from the list provided and click Continue. If you are changing the contacts for the Agency listing, select the new primary contact from the drop-down menu provided, and/or select staff members to be the second and/or third contacts for the listing using the drop-down menus provided and click Save contacts.

Assigning Locations to Listings

Once a location is listed in the Location Manager, it can be assigned to your main Agency listing as well as any opportunities you create.

To assign locations to listings:

1. Log in to your Agency account (see “Logging in to your Account”).

2. When VS displays your Agency’s myHome page, find the Locations tab near the top and click it.

3. Find the location you would like to assign to a listing in the table of locations on the Location Manager page and click the Details link on the right hand side of its entry.

4. On the Details of a location page for the location, click the Assign this location to multiple listings link.

5. Select the listing(s) you would like the location assigned to in the Assign Location to Multiple Listings page and click Okay.
Section
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Managing Volunteer Referrals

Tracking Referrals

The Referrals tab in your Agency account tracks referrals submitted by volunteers for your opportunity listings, making it easy for you to track and manage them.

To display your Agency’s referrals:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Referrals tab and click it.

The Referrals tab displays a table containing your Agency’s referrals, which can be sorted within the columns provided by clicking the column headings at the top. You can also filter the referrals using the drop-down menus provided above the table. These tools will be helpful for finding and managing records when your Agency account starts to accumulate large numbers of referrals.

From the Referrals tab you are able to follow up on referrals by email, track and change the status of referrals, and download referral records.

Following Up on Referrals

Referrals from volunteers, board candidates, and donors should be followed up on promptly. If they have sent their inquiries via email using a form provided by VS, VS will capture and store the messages so that you can easily track and respond to them.

The easiest way to access new referrals is by clicking a link VS supplies in the Tasks section of the Overview tab of your Agency account when you are logged in. VS will display a link labeled Follow up on [number] referral(s), where [number] represents the number of referrals awaiting review and response.
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New referrals are also accessible on the Referrals tab of your Agency account.

To follow up with a volunteer using the Referrals tab of your Agency account:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Referrals tab and click it.

3. On the Referrals page, scan the table of referrals for records that have Inquired displayed in the Inquiry Status column. When you find one, click the email address of the volunteer provided in the Email address column. This will open up your default email application and address a new message to the volunteer. If clicking the link does not open your preferred email application, or does not work, you can also open your preferred email application first and then copy and paste the address provided into it (you can click the Details link for the referral to get the full email address of the volunteer if it is cut off in the table of referrals).

4. Repeat as many times as necessary until you have responded to all new referrals.

Once you have responded to a referral, you may want to update its record on the Referrals tab to track progress on placing the volunteer (see Tracking Referrals and Changing Referral Status for instructions on how to do so).

It is important that you respond to referrals promptly. This is true even in cases where you no longer need volunteers for an opportunity or are not interested in a particular volunteer. A prompt response to a volunteer inquiry builds goodwill and encourages the volunteer to return to you when other opportunities become available and/or recommend you to other volunteers.

Changing Referral Status

Each referral tracked by VS on the Referrals tab is assigned an Inquiry Status setting that allows you to indicate at which step you are in moving a referral from inquiry to completion. New referrals are automatically set to Inquired by VS when they are submitted by volunteers, board candidates, and donors. VS will also automatically mark referrals older than three months as Expired. Once you follow up on and start tracking a referral, you can change its status to Active, Complete, and Not interested.

 To change the status of a referral:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Referrals tab and click it.

3. Find the referral(s) you would like to change the status of. If you have a large number of referrals, or if you would like to change the status of several referrals at once, you may need to sort the table by clicking the column heading you would like to sort by or filter it using the filter drop-down menus above the table.

4. Select the opportunity(ies) you would like to change the status of by clicking its/their check box(es) in the first column of the table.

5. Select a status setting from the Change all checked referrals to drop-down menu and click Go.

Note that you can also change the status of individual referrals by clicking the Details link on the right side of their entries in the table of referrals and then clicking the change link for the Status setting in the referral’s Referral Details page.

Downloading Referral Records

You can download referral records from VS for tracking and reporting purposes. You can export your Agency’s referral records in several formats (including Microsoft Excel, CSV, and HTML), which is helpful if you would like to be able to manipulate the referral records in a spreadsheet or database. You can also have VS generate a PDF file containing all referrals for printing.

To download referral records from your Agency account:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Referrals tab and click it.

3. If you wish to arrange referrals prior to downloading and/or select specific records to be downloaded, make adjustments and selections using the sorting and filtering tools provided (the clickable column names and the filtering drop-down menus).

4. If you would like to export the referral records (which allows for their manipulation in worksheets and databases), click the Export records to CSV link and follow the instructions for exporting the referrals in a download format you select. If you would like VS to create a PDF file of the referrals displayed, click the Create PDF link in the top row of the table and follow the instructions for generating the PDF.
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Managing Volunteer Hours

You can track the hours volunteers work on the opportunities to which they are matched. 
Volunteer hours can be logged by volunteers themselves by submitting a claim for hours worked on a particular opportunity, which you will have a chance to review and approve before they are posted in VS. You can also log hours for a volunteer using the referral record that matched him or her to the opportunity, and/or by using the Hours tab of your Agency account.

Approving Volunteer Hours

One way in which volunteer hours are recorded in VS is by volunteers submitting a claim for hours worked on opportunities. VS will notify you when a volunteer makes a claim for hours and give you a chance to review and approve them before they are posted.

To approve hours submitted by a volunteer:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, click the Overview tab (if not already selected).

3. Click the link in the Tasks section labeled Approve hours for [number] entry(ies), where [number] represents the number of volunteers making claims for hours.

4. Review the hours claim(s) listed in the table on the Volunteer Hours page. If you wish to change the number of hours a volunteer is claiming before approving his or her claim, click the Details link on the right side of the entry and follow the instructions in Editing an Hours-Log Entry.

5. To approve a single hours claim, click the Approve link found in the claim’s Status column, and then click Approve 1 log entry in the Approve Log Entry page that is displayed. To approve multiple hours claims, select the claims you would like to approve by clicking their checkboxes in the first column of the table, change the Select Action drop-down menu to Approve, and then click Do.

Logging Hours for a Volunteer

A second way in which volunteer hours are recorded in VS is for you to log the hours on behalf of a volunteer. If the volunteer has not already claimed hours themselves, you will need to create an initial entry using the referral record that matched them to the opportunity they volunteered on. Subsequent hours can be logged for the volunteer using the Hours tab in your Agency account (see Logging Additional Volunteer Hours for details).

To create a new hours log entry for a volunteer:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Referrals tab and click it.

3. Find the referral record for the volunteer you wish to log hours for in the table of referrals. The status of the referral must be set to either Active or Complete before you can log hours (see Changing Referral Status for more information). 

4. Click the Details link on the right side of the referral entry.

5. In the Timecard section of the referral’s Details page, click the Log additional hours link.

6. Type in the requested information and click Okay.

You can now use the Hours tab of your Agency account for recording additional volunteer hours.

Logging Additional Volunteer Hours

Once a volunteer has had hours recorded for an opportunity – whether they or you submitted the hours – you can log additional hours for the volunteer using the Hours tab in your Agency account.

To log additional hours for a volunteer:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Hours tab and click it.

3. Find the hours-log entry for the volunteer you would like to record additional hours for and click the Details link on the right side of its entry.

4. In the Log entry details page, click the Log additional hours for this volunteer link.

5. Type in the requested information and click Okay.

Editing an Hours-Log Entry

You can make changes to a volunteer’s hours-log entry using the Hours tab of you Agency account; specifically, you can edit the entry’s dates and/or number of hours completed.

To modify an hours-log entry for a volunteer:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Hours tab and click it.

3. Find the hours-log entry for the volunteer you would like to edit and click the Details link on the right side of its entry.

4. On the Log entry details page, click the Edit this log entry link.

5. Make the desired changes to the log and click Okay.

Deleting Volunteer Hours

You can delete an hours-log entry for a volunteer.

To delete an hours-log entry:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Hours tab and click it.

3. Find the hours-log entry for the volunteer you would like to delete and click the Details link on the right side of its entry.

4. On the Log entry details page, click the Erase this log entry link.

5. On the Erase hours page, click Yes, erase these hours.

Downloading Records of Volunteer Hours

You can download hours-log records from VS for tracking and reporting purposes. You can export all of your Agency’s hours-log entries in several formats (including Microsoft Excel, CSV, and HTML), which is helpful if you would like to be able to manipulate the records in a spreadsheet or database. You can also have VS generate a PDF file containing all hours-log records displayed in the table of entries on the Hours tab for printing.

To download hours-log records from your Agency account:

1. Log in to your Agency account (see “Logging in to your Account”).

2. On your Agency’s myHome page, find the Hours tab and click it.

3. If you wish to arrange the hours-log entries prior to downloading and/or select specific records to be downloaded, make adjustments and selections using the sorting and filtering tools provided (the clickable column names and the filtering drop-down menu.

4. If you would like to export the records (which allows for their manipulation in worksheets and databases), click the Export records to CSV link and follow the instructions for exporting the records in a download format you select. If you would like VS to create a PDF file of the entries displayed for printing, click the Create PDF link in the top row of the table and follow the instructions for generating the PDF.

Section
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Community Wish List

Adding or searching for a material goods donations need.

The Community Wish List is a VS feature that helps you seek and obtain donated goods and services from volunteers and members of the public (called donors). You can browse donated items listed by donors themselves and claim them using the Claim Donation. You can also create and manage needed-item listings using the Posted Needs form to solicit the donation of specific items you need.

You can access the Community Wish List by clicking a tab in your Agency account after logging in. 

Adding a Material Goods Donation Need

You can create needed-item listing for a good or service your Agency would like to have donated using the Posted Needs form. An Administrator will then review the listing and approve it for viewing by donors, who will then submit inquiries you can follow up on.

You can edit, disable, and delete your needed-item listings at any time.

To create a needed-item listing:

1. Log in to your Agency account (see “Logging in to your Account”).

2. When your Agency account is displayed, find and click the Product Connections tab (or whatever title the Administrator has selected).

3. On the Product Connections page, find and click the Needed Items link (if the Your Needed Items page is not already displayed).

4. On the Your Needed Items page, find and click the Post an item that your agency needs link.

5. On the Post Needed Item page, provide the information requested in the Posted Needs form using the fields and settings provided and click Save and Continue. Note that fields marked with an asterisk ([image: image13.png]


) are required. Note also that you will be prompted to assign a primary contact to manage information and communications for the needed-item listing using the drop-down menu provided. If you wish to assign a contact not currently listed in the menu, select Another Person and you will be prompted later to supply the new contact (see Assigning Contacts to Listings for more information about Agency contacts).

VS saves and displays the Registration Complete page for the needed-item listing and notes that an Administrator will review it. You can use the links on the Registration Complete page to view the listing you just created as donors will see it, manage the listing, and create additional listings.

Responding to Donation Inquiries

Once you have created a listing for a needed item and an Administrator has approved it, it will be posted in VS for public viewing. Donors will review the listing, and if interested will submit via email inquiries (referred to in your Agency account as referrals) that express their willingness to donate the item. You or another Agency contact should follow up on needed-item referrals in a timely fashion to facilitate the donation or let donors know that the need has been filled.

VS tracks inquiries/referrals for a needed-item listing on the Details page of the listing, found in the Your Needed Items page of the Community Wish List tab of your Agency account.

To view and respond to needed-item inquiries:

1. Log in to your Agency account (see “Logging in to your Account”).

2. When your Agency account is displayed, find and click the Community Wish List.

3. On the Community Wish List page, find and click the Needed Items link (if the Your Needed Items page is not already displayed).

4. On the Your Needed Items page, review the needed-item listings in the table. A needed-item listing that has received one or more inquiries will display the number received in its “# Inquiries” column.

5. Click the Details link at the right side of a listing that has received one or more referrals.

6. When the Details page for the listing is displayed, scroll down to the Referrals for this item section and review the referrals listed. To review a referral in greater detail, click the Details link at the right side of its entry.

7. To respond to an inquiry, click the email address of the donor. This will open up your default email application and address a new message to the donor. If clicking the link does not open your preferred email application, or does not work, you can also open your preferred email application first and then copy and paste the address provided into it.

8. Repeat Steps 5 through 7 as many times as necessary until you have responded to all new needed-item referrals.

Note that you can also find and display needed-item referrals on the Referrals tab of your Agency account. VS will also provide a shortcut for accessing Product Connections and other referrals needing follow up through a link in the Tasks section of the Overview tab of your Agency account when you log in titled Follow up on [number] referral(s) (where [number] represents the number of referrals requiring review).

Note also that when you display the Details page for a needed-item referral (as described in Step 6 above) you can change the referral’s status by clicking the change link to the right of its Status setting. This allows you to track a donation from initial inquiry through to completion.

Section
6
Login Problems

Are you having trouble logging in?  Below you will find a few common problems with possible solutions.  If you still have questions or trouble logging in, please contact us.

· Have you registered before?  If you have not previously registered your organization, just follow the instructions at the beginning of this Guide.

· Have you forgotten your password?  If you have registered but forgotten your password or your existing password is not working for some reason, please try our online password question feature.

· Are cookies enabled in your browser?  Our site requires cookies to be enabled.  What are cookies?  To put it simply, a cookie is a mechanism that allows a web site to record your comings and goings.  If you are not sure if you have cookies enabled, please follow the directions in the next section.

How to Enable Cookies
To enable cookies, follow the instructions below for the browser version you are using.

Microsoft Internet Explorer 6.0

· Select “Internet Options” from the Tools menu.
· Select the “Privacy” tab.

· Click on “Advanced”

· Now activate the statement “Override automatic cookie settings”

· Make sure that your screen now has a dot next to:

· Accept 1st person cookies

· Accept 3rd person cookies

· Accept cookies for all sessions

· Close down this screen.  

· Go back to the homepage of www.bloomington.in.gov/volunteer 

· Log in again.

Microsoft Internet Explorer 5.x

· Select “Internet Options” from the Tools menu.

· Click on the “Security” tab.

· Click “Custom Level” button.

· Scroll down to the “Cookies” section.

· To enable:

· Set “Allow cookies that are stored on your computer to “Enable”.

· Set “Allow per-session cookies” to “Enable”.

· Click “OK”.

Microsoft Internet Explorer 4.x

· Select “Internet Options” from the View menu.

· Click on the “Advanced” tab.

· Scroll down to find “Cookies” within the “Security” section.

· To enable:

· Select “Always accept cookies”.

· Click “OK”.

Netscape Communicator 4.x

· Select “Preferences” from the Edit menu.

· Find the “Cookies” section in the “Advanced” category.

· To enable:

· Select “Accept all cookies” (or “Enable all cookies”)

· Click “OK”.



Section
7
FAQs – Frequently Asked Questions
What is different about this new system?
This new web-based system gives every Volunteer Network member free access to leading edge technology. It allows non-profit, emergency response, educational, faith-based, or government agencies or organizations to: 
· Gain access to the many people who search the web for volunteer opportunities and thereby substantially increase the number of volunteers available to you 
· List all of your volunteer opportunities in one database accessible to volunteers across the country and around the world who share your interests and concerns. 

· Have control over when your listings appear and be able to modify or delete them on your own time schedule 
· List your upcoming special events with the use of the Calendar feature 
· Post needs for goods and services using the Community Wish List 
· Use powerful administrative tools to track the success of your efforts and improve your marketing 
· Reduce internal paperwork by registering volunteers directly online 

And more! 

How does this system benefit the volunteers?  
The Volunteer Network’s new interactive database is free to anyone from anywhere in Bloomington and beyond who would like to view our volunteer opportunities.  No special software is needed. Potential volunteers can search for volunteer opportunities using: 
· Area of interest 
· Keywords 
· Time available 
· Skills 

And more! Including the ability to create custom search profiles, receive customized emails specific to their volunteer interests, receive RSS feeds from their favorite organizations, provide feedback and log their volunteer hours. 

What about people that don’t have the internet?    
     
Traditional methods of sharing information (in person contact, telephone, fax, printed word) will still be available. 
Is there a fee associated with registering and/or listing volunteer opportunities?            
No. This is a free service provided by the City of Bloomington Volunteer Network. 
I have been posting my volunteer opportunities with the City of Bloomington Volunteer Network. Will my agency information and volunteer opportunities be automatically added to the electronic system?                   
We transferred existing agency and opportunity information from our previous database. However, your account is “disabled” (not viewable online) until you confirm and update your information. (Deadline: October 1, 2008) If we do not hear from you by that date, your listing and all associated volunteer opportunities and Wish List items will remain disabled.  
Is electronic agency registration required to list volunteer opportunities?                

Yes. The website will not allow you to list a volunteer opportunity unless you are a registered agency.  You must also be a registered agency to use the Wish List feature that allows you to post your needs for goods and services and to see what available items have been posted. 
Must volunteer opportunities be posted electronically? 
          
Yes. If you want to continue having volunteer opportunities listed with the City of Bloomington Volunteer Network, you must register your agency and any opportunities electronically by October 1, 2008.  If a nonprofit organization has minimal experience with the internet, Volunteer Network staff will provide any needed assistance. 
What type of organization do I have to represent to register as an agency on the website?   
   
Your agency must meet one or more of the following criteria: is a legally incorporated nonprofit entity, or is registered with the IRS as a tax-exempt entity, or is a governmental entity, or is a faith-based organization recruiting volunteers to engage in health and human service type activities, not proselytizing or religious activities, or is a neighborhood association recognized by the City of Bloomington, or is a for-profit entity recruiting volunteers to engage in a subsidiary non-profit /humanitarian venture or in direct client contact. 

Your registration must be approved by a Volunteer Network administrator before it is available to the public. 
Does my organization need to be based in Monroe County in order to include my listings on the City of Bloomington Volunteer Network’s new website?
Although the City of Bloomington Volunteer Network primarily serves Bloomington and Monroe County, we recognize that programming can extend into surrounding counties. We also recognize that many people who live or work in Monroe County have strong ties in surrounding counties.  Our policy is that your organization must have an organizational presence and/or utilize volunteers in Monroe or surrounding counties (Morgan, Brown, Lawrence, Owen, and Greene). 
Will I be able to update my volunteer opportunities, material donation needs and agency information myself? 
         
Yes. You can do this online at any time once your registration is approved by the Volunteer Network administrator. 
Will there be help available and information about the other features?       
Orientation sessions are regularly scheduled to familiarize agency staff with the use of the system. The Volunteer Network staff will also be available to answer your questions during regular business hours. Your agency contact will be sent information about other features and upgrades on a regular basis.  The site is user-friendly and we encourage you to explore the other features on your own. 
How do I get started?    
        
Sign up for an orientation session by contacting the Volunteer Network to get introduced to this new system. At the orientation session we will cover: the terms and conditions of use, logging in to your account, updating your agency profile, adding volunteer opportunities, managing volunteer referrals, volunteer hours and Community Wish List items. 
How do I get my password?       
       
You will receive your password when you attend the orientation session.  If you are not able to attend a session on one of the scheduled dates, please contact the Volunteer Network to make other arrangements for orientation and receiving your password. 
Who do I contact if I have questions?    
You may contact the City of Bloomington Volunteer Network staff with any questions at volunteer@bloomington.in.gov or 812.349.3433. 
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These match up with the skills that registered volunteers have indicated they would like to utilize.





Select all age ranges and types that apply.





Select 3 or fewer service area boxes to better target interested volunteers.





Many opportunities will serve the general public. Use the other boxes only if the opportunity addresses these populations specifically.





These questions are required so that we can better serve volunteers with these special circumstances.





Choose the appropriate contact person and location for this opportunity from the drop down list you created earlier.





Examples: 


Must have CPR certification.


Must have a clean criminal record.


Must have an insured vehicle.





The most important box that you will fill in today! See the hints below on how to make opportunities attractive and fun for volunteers. 


Be sure to have some KEYWORDS in your description of the opportunity (e.g. computer, mentor, horses, Holiday opportunity, etc.) since many volunteers will search on keywords rather than filling out a volunteer profile.
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