INTRODUCTION

We are proud to embrace a new online communications tool for volunteers,
MyVolunteerPage.com. This program is very user-friendly and offers many benefits to you and
to our organization. The success of this program within our organization depends highly on the
support of the volunteers.

Please join us as we take a leap forward in volunteer management and lead the way within our
community.
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MyVolunteerPage.com Instructions

LOGIN:

STEP #I Go towww.MyVolunteerPage.com

STEP #2 Enter your username* and password** and clickletCLICK HERE TO
LOGIN " button.

If your name is entered into the system by an agency, you will be issued a temporary username
and password and you should change your password (and your username if you wish) the first
time you enter the site.

e ] myVolunteerPage.com - Microsoft Internet Explorer

 File Edit View Favorites Tools  Help

Welcome to MwolunteerPage.com Find Volunteer Opportunities in your LOGIN
. M Comimunity
Now you have a direct digital link to the To log in as avolunteer for a particular
organizations where you volunteer., You In some communities, volunteer organization or to access your
can use MyolunteerPage. com to update opportunities from a variety of organizations personal profile, type in your
waur cantact infarmation, sign up for new are posted an this site. To see ifyours is username and password and click
wolunteer activities, wiew your volunteer one ofthern and to learn more about “Lagin Mow.,
schedule, letthe Yolunteer Manager know wolunteer inyaur cammunity, fill your town
when you are availahle and log yaur or city name and click"Search”,
volunteer hours. Welcome to & new age of . } i SR
communications betwaen valunteers and This is not currently available in every |
voluniteer organizations. community.
FPASSW ORD!

Enter atown or city name r
Privacy Policy |
Information contained here is anly visihle to r ™ "
you and the specific organization(s) you \BEABCH ) ( LOGIN Now )
valunteer for. It will not he disclosed to any
other party nor used for any other purpose. [] remEmass sy username

OM THIS COMPUTER
About the volunteer software that we use.
Forgot your password?
Click here!

Tell your friends and colleagues about MyVohmteerPage.com and encourage them to volunteer like you do.

I.j&}‘] % Local intranet

Navigating The Website:

OnmyVolunteerPage.comthere are fiveMenu Tabs as seen below:

home = about MVP * my contacts = feedback = help = logout

myVolunteerPage.comId

[ wmy PROFILE N[ my orcanizations ) my vours Los }f wy srours Y[ my commumiTvy}

The options for each of the Menu Tabs are outlingtie following pages.
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a myVolunteerPage.com - Microsoft Internet Explorer

EEX

TP » o | : . ] ) ] 1 3 °
: GBack L > | |ﬂ EAgdmﬁ @http;mv!Go : File Edit ‘“iew Favorites Toaols Help :LII'IkS -:f

home = about MVP * my contacts + feedback = help = logout
]
ntyVolunteerPage.comi

( mv prorice Y[ My orcanizations ) [ my vours Loe Y wmy erours ) my commumity)
contact info \ additional info qualifications about me goals general interests

My Profile Menu:

Contact Information

This section allows you to update your personatacrinformation as well as manage your
myVolunteerPage.comaccount settings such as your username and pakswimrmation on
this page is accessible by the organization younteker. Any changes you make to your

“Contact Information” will be automatically updatedvolunteer management profile where you

volunteer.

MY PROFILE - CONTACT INFO

Any changes you make here will automatically update your file in the software used by the organization(s) you work for.

Ifyou weould like to change your passwoard, type it in the box labeled "New password” and type itin again in the box labeled "erify
new password”.

Legend
[1] change needed This information is optional
sername: |5taffmembers Address 1: |m\,r street
Mew Password: +| Address 2: +|
Werify Mew Passward: +| City: |m\,r city
Province/State: Ontario =l
Title: + | Mot Specified ) =l Country: CANADA =l
First Mame: fry first narme PastaliZip Code: L1m 7HE
Middle Name: +|

LastMarme: |my|astname Horme Phone: +|QUS 555-8655
Suffix (Jr. S +| Work Phone: +| % I

Cell Fhane: +
Email Address: +|ca|lme@emai|.cam Fa +
+

Phone Preference: Home Any Time j

Language: |English (Canaday x|

Save |

/

Click on “Save” after making any changes on any seen.
MyVolunteerPage.com Instructions Page 2



My Profile Menu: (continued)

Additional Info

Some organizations might not have any sectiondl twut here. If there are any fill-in sections
on this page, it is important that you fill in ey#ing that is relevant to you.

If you work for more than one organization, a ddapvn menu will appear giving you a way to
choose which organization for which you would ltkeview or edit your volunteer profile.

If the item is underlined you can read more detayiglicking on it.

If there is no box next to the question or labaly@uthorized administrators at the organization
where you volunteer can enter or change the infooma

3 myVolunteerPage.com - Microsoft Internet Explorer

>» i . T=_ "i g 3 . ! . . 4 »» "
R oo . | _ 1 " .
: Address !@_htteﬁl_v G0 : File  Edit Mjew Faworibes Tools  Help . Lirks A

N

home = asbout MVP * my contacts +« feedback = help = logout

myVolunteerPage.comid

( wmv proFiLe }[my oraanizaTions [ My vours Lo }[ wmy erours ) my communiTy

AERPYTETE
contact info I" additional info Y qualifications about me goals general interests

MY PROFILE - ADDITIONAL INFO

Qualifications

The notes shown with “Additional Info” section algoapply for this section as well. The
organization you are volunteering with may havecgfwequalifications for the positions they
have availableThis section allows you to enter, view and editrygualifications. The
gualifications that you enter are used by the degdion to match you with appropriate jobs.

3 myVolunteerPage.com - Microsoft Internet Explorer

P QBack - £ - [H]

b2 | = = : : » ¥,
: address il B . i i i i ks hf
; Addres !:@_htteﬁl_ [CTa] _ File Edit Wiew Favorites Tools  Help . Liriks A

home =+ sbout MVP * my contacts = feedback = help * logout

myVolunteerPage.comid

( mv eroriLe )My oraanizaTions ) [ my vours Lo ) my arours ) my community

—
contact info additional info [ quaiiﬁnations\l about me goals general interests

MY PROFILE - QUALIFICATIONS

MyVolunteerPage.com Instructions Page 3



About Me

The About Me section allows you to provide demobgranformation about yourself that can be
used to generate reports on volunteer activity.eNaifrthis information except for the date and
month of your birth is visible to the organizatiwhere you volunteer. It is only used as

aggregate data, grouped together with the data dtber volunteers. In some organizations,
your birth date is used to remind the organizagyion volunteer with when your birthday is

approaching. All fields are optional and can beaead from your profile at any time. See notes

under “My Profile — About Me” below for more infomtion.

| myVolunteerPage.com - Microsoft Internet Explorer

(4

_ mveroriLe )fmy oreamizations) (" my vours Los [ My crours '\ My communmiTy

contact info additional info qualifications [ about me \I goals general interests

- Bt Te== =l x 4 »»
i Address !:ﬁ http;ln'ln'lvs = Bera . File Edit Miew Favorites  Tools  Help : Links

home = about MVP * my contacts * feedback = help = logout

myVolunteerPage.coMd

MY PROFILE - ABOUT ME

[ti= important for you to know that the only information aboutyou that anyone sees is the month and day of your hirthday.

All other infarmation is grouped together so the organization knows, for example, how many volunteers are male and female,

Legend
[*] change needed This infarmation is optional
Date of birh: +[15 ~lf11 {1978 ]
Gender: +iwae ~
Highiast level of education completed:  +| (Mot Specified ) ' E
Current employment status: +| (Mot Specified ) v:
I‘éﬁ ‘;__'} Laocal intranet
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Goals

On this page you can create your own goals if youlwlike and the system will keep track of
your success toward achieving your goal.

| myVolunteerPage.com - Microsoft Internet Explorer

i OBack L | Iﬂ 2, E.ﬁ.c_idress @http:,l',l’l v_l Go . File Edit Wiew Favorites Tools  Help §|_|nk5 22 ",t'
home = about MVWP + my contacts * feedback = help * logout e
myVolunteerPage.comid
_f wverorie )Y my oreanizations [ my vours Loe Y wmr crours ) [ my commumiTy
contact info additional info qualifications about me |fr goals \I general interasts
MY PROFILE - GOALS
[fyou would like to set a goal for vour volunteer efforts, you can setithere and monitor your progress inyour hodrs log.
Show rmy goal far: Hospice v!
Legend
[T] change needad [+] This information is optianal
My aeal for Hospice
Nurmber of hours: +[200 |
Date that my goal starts: +|EI1 v;r!m v :2DD4 o
| |
Date that my goal ends: +[31 W12 ) 2004 v
E_‘] Dang ”"] Local intranet
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General Interests

The interests that you indicate on this screenméke it possible for the Volunteer Center and
other organizations in the community to let youwnehen there is a volunteer opportunity that
might of interest to you.

] myVolunteerPage.com - Microsoft Internet Explorer

Ii‘] il Sddress E@M\;l Go - File Edit  Wiew Favorites Tools  Help ! Lirks - '.‘f
Y, | R RPATRRIER || : :
home = about MVP * my contacts = feedback = help * logout ”~
myVolunteerPage.comii
{ mv proriLe )My orcanizations ) my Hours Loc §[ My crours ) my communiTy}
contact info additional info qualifications about me goals r general interests Y
MY PROFILE - GENERAL INTERESTS
[fyou would like other organizations to contact you when they have opportunities that match your interests, fill out the form below.
Organizations will not know who they are emailing when they send out a recruitment invitation that matches yvour profile so you
can feel free to accept or ignore the initiation. If later on you do not want receive futher invitations vou can simple uncheck the
hox at the hottorm of this page.
[fyouwould like to receive notices about volunteer oppatunities that match yaur profile, from other arganizations, you must be
sure to checkthe hoxthe hottom of the page. You will not receive the notices ifthis box is not checked,
I am interested in working for these types of organizations
Clselectan
[ afordahble Housing [Imental Health
Claniral Protection § Care COmentally challenged
[ Arts and Culture [ Muzeums  Historical Preservation
Clchildren's Issues [¥] Parks, Recreation and Sports
Clivic Services I rhysically Challenged
Clcorrectional Efforts [ ralitical Campaigns W
-@:l Done '@ Local intranet

There are so many interest options that we are unable tiodistall. Please view them on the website.

The system will only send you emails if you indegbur permission for this to happen at the
bottom of the screen

MyVolunteerPage.com Instructions Page 6



Pleaze check this box if you would like organizations t0 email vou directly when they are recruiting for an activity that matches the
profile above,

|

&) Done % Local intranet

My Organizations
Schedule

Once you have been accepted as a volunteer and assigned tedotestiior a position, you may view your
schedule and confirm or decline assignments.

4 myVolunteerPage.com - Microsoft Internet Explorer

0 Back = ) Iﬂ 2 Address |;§| http: {1 vi Go File Edit ‘iew Favorites Tools Help : Links '
i)
myVolunteerPage.comId
| [ wyeroriLe Y[ my orcanizations Y[ My vours Loe Y[ My crours Y[ My communityy |
IJ’ schedule Y activity signup |
MY ORGANIZATIONS - SCHEDULE
[fthis is your firsttime here, there most likely will not be anyvthing showing on this page because you have just heen added to the
system.
When you get assigned an activity that you have indicated vou are available to da, itwill show up an this page and you will have
the option of confirming that you will do the work or, ifyou are no longer availahle, declining it. Click"Save" atthe bottorm once
your selections are made.
To view your schedule for dates other than the ones shown, change the dates in the hoxes below and click"Refresh Schedule”.
View scheduled activities fram; |13 % {10 %}/ 2005 | to; (19 %10 v {2005 ~| [ Refresh Schedule
Legend
" | have confirmed that | will do this
Activities on my own time
Activity Chrganization Start Date End Date Save Action
Adrministration - Bookkeeping Hospice (3 Mot sure yet .
O Confirm
O Detline
Schedulad activities from 13/10/2005 to 19102005 -
&) &) Local intranet
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Activity Signup
This section allows you to communicate your intemresolunteer positions directly with the
organization where you volunteer. To indicate yioterest in a position follow the steps below:
» Click on the position you are interested in (diagtzelow)
» Indicate your availability by checking the box né&xt'l am available” next to the activity
(or in some cases, next to the specific shift er activity).
> If do not want to sign up for the activity just ymit you are potentially interested in
filling in if more volunteers are needed, click thex at the bottom next to “In general, |
am interested in performing this activity and wolike to be contacted if additional
volunteers are needed in the future.”
> Information related to your availability/interesill now be sent to the organization
» The organization where you volunteer (or would ligevolunteer) will then assign you as
needed to your position of interest, if you meetdalifications.

& ] myVolunteerPage.com - Microsoft Internet Explorer

C@oack v O {7 addess [@hepyv| B0 | He Edt Wew Favorites ook Help ks | A
B
Legend
% You are available for this activity & You are generally interested in this You have been agsigned to this
activity activity
a Activity is unlocked 8 Activity is partially unlocked B Activity is locked
Unscheduled activity Flexihle schedule activity One time activity
E Scheduled activity X You are qualified for this activity

For more detailed information on this. click here.

Hospice

Administration
Bookkeeping
Interviewers
Maintain Website

B H
-]
I+ |+
s
i
|

121072005 - 301 272005

E
@
]

Walk-a-thon

Logjstics Director
FPoster and Registration Form Design

Eedistration Form Distribution

R
et

|
UERLER.E

m
kit

&] Done & Local intranet

Those meaning of each of the symbols are givelmeatop of this screen.
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My Hours Log

View Summary

3 myVolunteerPage.com - Microsoft Internet Explorer

¥ EITET B o § b e ; ) ' ; »
: Qback - & - @ | Address !:@_ht_tE,’ﬂ_vl Go File Edit Wiew Favorites Tools Help  Links o
home = about MVP * my contacts = fesdback = help * logout M
myVolunteerPage.comi
( wy proriLe ) my orcamizations ) mv nours Lo }f My crours ) mv communiTy}
l_f’ view summary ‘-I log new hours detailed report
MY HOURS LOG - VIEW SUMMARY
Hours logoed in this system for the past 12 months are shown below.
Ifyou would like to add or change & goal for your volunteer efforts, click on "MY PROFILE" and then "goals”.
Summary of your logged hours over the past 12 months
Organization 1104 1204 105 205 305 4405 505 605 705 805 905 1005 Total
Hozspice a 1 4 a a a a 0 a a 0 a 5
Music Fastival 1] ] 0 a ] ] i] 0 1] ] 0 a 1]
Total 0 1 4 0 0 0 1] 0 0 0 0 0 5
Sumimary of your organization goals
Crganization Hours Logged My Goal % Complete
City Parks and Recreation i} 200 0.0 %
Habitat Faor Hurmanity i} 180 0.0 %
Hospice 101.4 200 a0.7 % |
Music Festival 12 g 1500 %
bt
iﬁl 'Q Local intranet

The summary above shows a quick snapshot of ydunteer contributions to the community
by displaying the last 12 months. The Hours Logti®aallows you to log hours, view your
hours and print reports of your hours. To log hpalisk on “Log New Hours”. Enter required
information and click on “Save”. Beside the dakesre are pull-down menus so you can select
the date that you need to log hours for.

MyVolunteerPage.com Instructions Page 9



Log New Hours

view summary | log new hours \ detailed report

MY HOURS LOG - LOG NEW HOURS

Checkthe list of the lastten entries to make sure that you oryourvolunteer manager has not entered the hours already.
You can delete any recent entries by clicking the "Delete” button next to them in the list.

Selectthe activity you would like to recard hours for fram the drop-down list at the bottom ofthe page.

You can change the date if the hours are for 3 day other than today.

In some circumstances, the arganization will have to approve the entry after you enter the hours here.

Ifyau wark for mare than ane organization, a drop down menu will appear giving you & way to choose which organization's
activities you wauld like to wiew.

Legend

m Change needed @ Approved ! Awaiting approval

Activity Date Worked Hours Worked Date Created Status

office Support - Office Assistant ar20r20045 KR] BI7i20045 @
office Support - Office Assistant arar200s 4 BI7i20045 @
Office Support - Office Assistant BITIZ005 3 BITI2005 @

Log new hours for Hospice Durham

Activity: - Office Assistant v
Date worked: 4 w115 w2005 ||

Hours worked: 4

/

As on every screen, after making any changes, clidn “Save'.

MyVolunteerPage.com Instructions Page 10



Detailed Report

Any time you would like to see a detailed list @iy volunteer contributions. Select date range
and click on “Generate PDF Report” in order to vigwr hours. (You will require a PDF reader
such as Adobe Acrobat to crate your report.)

Voila" - a detailed report of how many hours youdgolunteered and in what area. You may
print this if you wish.

——
view summary log new hours |“ detailed report \I

MY HOURS LOG - DETAILED REPORT

Enter any two dates and see a record of all the ways that yvou have helped in the community.
Ifthere are hours that the organization has yet to approve, those hours will not be included in this report.

In the file download window that opens, you might need to click the "k button twice (it depends on your computer,

Legend
[1] change needed

Generate a detailed report of my logged hours

From: |6 w01 » | 20058 | toq0 |6 o+ 130 | 2005 [ Generata POF Report ]

MyVolunteerPage.com Instructions Page 11



My Groups

Organizations

This section allows you to view contact informatfon the organization(s) where you volunteer
to as well as allowing you to remove yourself framorganization if you no longer wish to
volunteer there. It also allows you to contactdhganization you volunteer with directly via
email.

A my¥olunteerPage.com - Microsoft Internet Explorer,

(=

I — CHe et - e B
E.ﬁ.gdrus; !&']_httpﬁlv =5 Bt : Eile Edit View Favorites Tools Help :Lunkc o

home = about MVP * my contacts = feedback = help * logout
myVolunteerPage.comi

[ wmy eroriLe Y[ my oreamizaTions ) my Hours Los Y mr croues [ MY commumity)

.- o«
!_r organizations \I voluntear centras teams

MY GROUPS - ORGANIZATIONS

Click the Contact Person's narme to send henhim an email.

Ifyou no longer wish to wolunteer at the organization, click the remaove the button under that padicular organization's contact

information.

City Parks and Recreation Habitat For Humanity
Ciew Map ) CView Map )

1000 hain Street 456 hain Strest

Anvtowen Ontario ATA1A1 Antowen Ontario ATA 1A
CARADA CARADA

555-8987-6543 %210 A55-TES-4321

Contact Person: Mitch Clemmaons Contact Person: Mike Fuller
Hospice Music Festival

e Map Ve Map )

123 Parkside Drive cio 1000 Main Street

Volunteer Centres / Teams

If you signed up to MyVolunteerPage.com througlokunteer centre, its contact information
will be displayed on this screen. If you are pdra @olunteer group (such as your workplace or
school) the team information will also be displayedthis area.

organizations If volunteer centers \I teams
MY GROUPS - VOLUNTEER CENTERS

Click the Contact Person's name to send herthim an email.

You can search farvolunteer opporunities at other arganization in your community by clicking the link under the valunteer
center's information.

Ifyou no longer wish to be registered with a volunteer center, click the remove the button under the volunteer center's contact
information.

MyVolunteerPage.com Instructions Page 12



