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How To Guide for
Creating and Editing an Organization Account

Easy to Use instructions for creating an organization account on our volunteer
recruitment and management website. Once you have an approved account, you
can post volunteer opportunities online and find volunteers to serve with your
organization.

Creating your account

1. Go to www.handsonwestcentralohio.org and click the Information for Agencies
link at the top of the screen. Scroll to Managing Your Agency’s Volunteer
Opportunities and click on the link to access 1800volunteer.org.

11-800- .org

America's Address for Volunteering
Click Create Account.
Click Sign-up under Organizations.

Complete the form including mission statement and primary contact. You will
have an opportunity to add additional contacts once your account has been
created. NOTE: All fields marked with a * are required.

5. Fill out the Populations Served and Social Issues Addressed. These fields are
important because volunteers commonly search for an opportunity by these
categorizations. You may choose as many as you would like by simply clicking
the boxes next to the social issues or populations.

Social Issues Addressed - Selectthe social issues your Qrganization addresses.

[JAnimal Protection & ] Crugi [JHousing [JrRecreation
Wielfare Alcohol Abuse [JHuman Semvices [[]Senior Citizens
[JarsiCulture [1Education . .
o ) [ THungerMutrition [1&pecial Events
[Jewilisocial CJEmployments - , Teen
Actionfadvocacy Wik Climrmigration DF‘re -
] “omrmunityf C]Erwironment [ Literacy DYou%h d
Qrganizational [ Mental HealthiCrisis
Health
Dievelopment O Intervention Development

[ crimelLegal [JHomelessness

[JDizasterEmergency

CImentaring

6. When you have completed the form, click the Submit button at the bottom of
the screen and a confirmation screen will appear.

What Happens Next?

Your request for an account will come to HandsOn West Central Ohio. After we review it, you
will receive an e-mail with the status of your request. Once approved, you’ll be able to post
volunteer opportunities! Newly posted volunteer opportunities will go through a similar
approval process.
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Loqgging in to your organization account

1. Go to www.handsonwestcentralohio.org and click the Information for Agencies
link at the top of the screen. Scroll to Managing Your Agency’s Volunteer
Opportunities and click on the link to access 1800volunteer.org.

2. Click Login at the top of the form. Continue with steps below.

3. To access your profile and make any changes, enter the Username and
Password you created or provided to you by the Volunteer Center.
Login

Lagin with your username and password:

Usernarme [testl

Paggword [~ Faorgot yaur password?

Remember my username

Loggin |
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Viewing and Changing Your Profile

1. On the main screen, Organization Home, after you login, click on Profile located
under My Account in the left navigation column.

My Account v

Profile

Users

Cpportunities
Activities

Everts

Emergency Events

Wiewy Calendar

2. Review your profile. You can easily add to or edit each field by adding or
retyping the information.

General Information
Qrganization Name * Red Cross ofthe Mational Capital Area
Mission Staternent ™ The Mational Capital Area Chapter helps the peaple of aur community

prevent, prepare for, and respond to emergencies that may be local,
=tate-level, national, or international in nature

Your Wehsite httpf [wennie rederos sde.org

Street Address ™ 2550 Arligton Boulevard

City * Fairfax

State * Wirginia v
Fip* 22033

Country LISA

Fhone * 7035551212 | Ext |123

[i] Enter phane number in format secescacsass,

Fan T03-555-1122

Logo American
Red Cross
Clear Current LUgD

Browse.

[i] cClick"Browse" to find your logo image (.gif or .jpa file extensions only) on your
hard drive. Selectthe file and click "Open.” The system will resize images
greaterthan 100 KB and wider than 150 pixels.



a¢ Council on Rural Services

programs for innovative learning -org

3. Fill out the Populations Served and Social Issues Addressed. These fields are
important because volunteers commonly search for an opportunity by these
categorizations. You may choose as many as you would like by simply clicking
the boxes next to the social issues or populations.

Populations Served - Selectthe populations your Organization serves.

Groups Disabilities
[JAnimals [ Mobility
[JFamilies [ Leaming
[ GayiLeshians [] Coanitive
BisexualTransgender []Hearing

[] Ethnic Groups

Wision
[!mmigrants/Refugees gEmotional
[ Low Incorme/Public .
[ Eeizures

Assistance Recipients
[ Racial Groups

[] Retirement Communities

Age Groups Sex

[JinfantsiToddlers (0-4) [T Male Only

[JChildren (5-14) [JFemale Only
[JAdolescents (15- 18)
[1*foung Adults (19 -

249)

[ Adults (26 - 54
[ Older Adults (55+)

Social Issues Addressed - Selectthe social issues your Organization addresses.

[JAnimal Protection & [ Drugd
Welfare Alcohol Ahuse
[ ArtsiCulture [JEducation
[ CiwilrSacial [ Employments
Action/advacacy Wark
Dgommuntw | [ Erwironment
ryanizationa
Degvelopment DHeatth
[ CrimefLegal [OHomelessness

[ DisastenEmergency

[JHousing [ Recreation
[IHuman Services []5enior Citizens
[ Hungertutrition [ 5pecial Events
immiaration Teen
. Fregnancy
Literac
EMentalyHealthICrisis [ foutn
Intervention Development

[Itentoring

4. When finished making changes, click the Submit button at the bottom of the

screen.

5. You will receive a confirmation message that your profile changes have been

saved.

Questions?

Contact HandsOn West Central Ohio:

HandsOn West Central Ohio Director

201 R.M. Davis Parkway, Suite B
Piqua, OH 45356
(937) 778-5220, ext. 430

nwinner@councilonruralservices.orq

www.handsonwestcentralohio.org
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