We rely on OneOC and

|f YOU need people, — the volunteers they

; connect us with to help
Have your people / '/ getfood toOrange
" County'’s hungry.

- Mark Lowry, CAPOC's
0.C. Food Bank

call our people.

Connecting nonprofits with volunteers is what
we’ve done for over 50 years.

We connect young and old, diverse cultures and religions, and people of all economic levels to build a
stronger, more vibrant Orange County. Every day, thousands of Orange County lives are touched by the
way we unite the power of volunteers, philanthropic dollars and charitable causes.

Posting a Volunteer Project on www.OneOC.org

As a partner organization of OneOC, you have the ability to post a volunteer project on our website.
Using our technology, you can do the following:

e Create and publish volunteer opportunities

e Update basic information involving your organization

e Edit existing volunteer opportunities

e Monitor sign ups and review prospective volunteers

e Confirm volunteer participation for “express interest” opportunities
e Schedule volunteers for ongoing volunteer opportunities

e Communicate with volunteers via email

This guide introduces you to the basics of posting a volunteer project, supplementing the information
you received from the training video.

Let’s get started!
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50On

CONNECT DEMO

Dear Larry Deckel,

Your reguest to become a partner organization with HandsOn Cornect Demo has been approved. An email
with your log-in and password will be sent to you in a separate email.

Your account has been upgraded to allow you, as an approved user representing Helpful Helpers, tc log-in
and acceaa our organrizational portal through wich you will be able to aubmit opportunitica that will appear on
our opportunity search engine and on our oppotunity calendar.

Your access will allow you to:
- Update your organizational information

This first email specifies you have been approved and granted access to the portal. You will receive a
follow-up email with your username and password.

Dear Larry Deckel,
HondsOn Connect Demo has created a member account on your behalf at hitp://dems. | t.org/

Thank you,
The HondsOn Connect Demo staff.

Click on this link to log

Your login ond password information is below.

into your new partner

Username : account.
Password: CRoNeR

The password is temporary, and you will be prompted to reset it.

To log on go to the site go to www.OneOC.org and click on “Get Involved” and then “Volunteer
Opportunities”. Click on the Login in the upper right corner, and enter your username and temporary
password.

© 2012 OneOC www.OneOC.org
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Mernbership Donate
Accelerating Nonprofit Success

Home  About Us  Services Resources Cet Involved Contact Blog Search Site ¥l

Time and Talent. You've got it.
Orange County’s nonprofits need it. LezmEme

inf "
Let us connect you.

Forgot password?

rd
For Volunteers | For Organizations : R N

Not a member? LOGIN
BROWSE ORGANIZATIONS BECOME A VOLUNTEER DAYS OF SERVICE Register

e R e Volunteer Opportunity Calendar

Tha ralandar holmw rraslac it aacw Fo find aracrtnmitios and cwanke that ara crhadolad fare o

The temporary password is case-sensitive, so type it carefully.

You will need to set your permanent password.

If you forget your password, click “Forgot Password?”The system will prompt you to enter your
username to send you your password you created.

Mamborship Denata
e Accelerating Norprofit Success

Horme  About Us Services Resources  Cet Involved Contact Blog Seerel S yel

Lagout

Forsecurity reasons, your password must now be changed.
Change Your Password
Mew Fazanord

Werify News Pasaword

POWLCRLCD DY
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The Home Tab and User Interface

Here’s a brief overview of the portal home page with the different elements:

.l' ~Accelsating Monprofit

Home  AboutUs  Services  Resources Contact  Blog Search Site

on Logout
.

Homse  MyOrgastston  Locatos  wollveer Opporeltes  WoltikerTeams  Docamest Repore Qulbibﬁlneer

l'.lf% N\

oy wEe T Oppor

sz:h Al
Feoentieme
Ho rewrds

Home | by Organization | Locations | ‘lunteer Opportunities | blunteer Teams | Documents | Reports | Switch to “lunteer Portal

Left Sidebar
1. Volunteer Opportunity Wizard: Click on the link to start the process of posting opportunities.

2. Search: Search for any records your organization has created, and for volunteers who have
signed up or expressed interest in the volunteer opportunities.

3. Create New: A shortcut to create a new record of any type.
Recent Items: List of the last 10 records that have been viewed or edited. Clicking on a recent
item will bring up the record.

5. Tabs and Hyperlinks:

a. Home —the page you’re on now.

b. My Organization — your Company’s profile.

c. Locations —the names and addresses of one or more places where volunteer
opportunities will take place.

d. Volunteer opportunities — All the records of the volunteer opportunities you have
created. You would create a “New Volunteer Opportunity” on this page, but don’t! (Use
the Volunteer Opportunity Wizard instead. It’s far, far, easier.) In this section you can
edit your volunteer opportunities, submit them for approval to be posted on the public
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site, create new occurrences of date & time specific volunteer opportunities, search for
skilled volunteers, and more. This is also where you will be approving volunteers for
express interest opportunities, scheduling them for ‘ongoing’ opportunities, and
reporting their attendance and service hours.

e. Connections — A connection is a record of the relationship of a contact (the volunteer),
the occurrence of the opportunity they are connected to, and the status of that
connection.

f. Documents — This is where you will find documents and other resources that have been
made available to you by the managing organization.

g. Reports —This is where you will find reports that you can run to get information about
all your data in HandsOn Connect. These reports can be viewed on the website, or
exported to excel or .csv files.

i. Note: The tabs available to you may appear in a different order, and may include
fewer or greater tabs than what is featured here.

6. Switch to Volunteer Portal — Clicking here will take you back to the public website. You can
search for your volunteer opportunities, and view other site content. To update your personal
information, click on “Switch to Volunteer Portal” and then navigate to the My Account tab on
the public site. Then, click on the Personal Information link. You can also change your
passwords here!

© 2012 OneOC
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Using the Volunteer Opportunity Wizard in the Partner Portal

The best and easiest way to create a new volunteer opportunity is to use the Volunteer Opportunity
Wizard link, which is on the left sidebar of your portal.

; Accelerating Nonprofit Success

Home  About Us Services Resources Contact Blog Search Sita yel

=

Cmn o
L)

Horme: by Crganization Locations Volunteer Opportunities  “Yolurteer Teams Documerts Reports Switch to Yolurteer Portal

Site Managed by: Volunteer Opportunities
Home

Wiew: [aiivoluntesr Oppartunities =l

Recert Volunteer Opportunities [Recently viewed

HandsOn Connect Shortouts Mo recent records. Click o orselect 3 view from the dropdown to display records.

“olunteer Opportunity Wizard

Search

[saarch an =l

There are 4 steps to creating a volunteer opportunity.
Step 1- Complete the questions on the Volunteer Opportunity Wizard
Step 2- Write a job description to incise volunteers
Step 3- Edit any reoccurrence or occurrence record
Step 4- Hit submit

Step 1
Clicking on the hyperlink for “Volunteer Opportunity Wizard” will launch the wizard in a pop-up
window. Let’s walk you through using the wizard!

Give your Opportunity a descriptive name and select its primary impact area. Note: Pick a Volunteer
Opportunity Name that is simply but descriptive enough to help solicited your volunteer opportunity.
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Please complete the following and we'll guide you through the process of creating a Volunteer Opportunity.

0 Volunteer Opportunity Name I Read to Kids
e Primary Impact Area IL Children & Youth Education  |%

pportunity Coordinator ' 1
Location | -None- I%] Create Location

Type i ] I' ~--None-~ |-$;

The impact area will be used in searches on the site.

Use the Magnifying Glass to find the Opportunity Coordinator and click on the hyperlink next to their
name to populate the field.

The Opportunity Coordinator is the person who will be in charge of managing volunteers for this
project. The coordinator will receive emails mentioning volunteer signups and removals, and the
coordinator will be listed on the public site as the contact for this opportunity.

Please complete the following and we'll guide you through the process of cr2ating a Volunteer Opportunity.

Volunteer Opportunity Name | Read to Kids
Primary Impact Area || Children & Youth Education | %]

Opportunity Coordinator I @

Location | -None- %] Create Location

fewnell — |

You can use ™" as a wildcard next to other characters to mprove your search results,

Recently Viewed Contacts

Name Organization Name Organization Site Profile Name
Actemus Troutie Troutco Volunteer Leader
Art Troute@fmsssssss  Troutco Partner Staff
Barry Trout Troutco

Bobby McGhee Troutco Volunteer

Bobby Trout Troutco Volunteer Leader
Pete Partner Troutco Volunteer

Portal Pete Troutco Partner Staff
Robert Trout Troutco Partner Staff

Tad Pohl Troutco Volunteer

© 2012 OneOC www.OneOC.org
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Clicking on the magnifying glass icon will allow you to “look up” anyone on your staff and select them
to be the Opportunity Coordinator for this volunteer opportunity.

By default, the contacts you have most recently accessed in the system will appear in a list. You can
look up other names in your data, by typing the name in the search box and clicking on the GO button.

The Opportunity Coordinator is the person who will be in charge of managing volunteers for this
project. The coordinator will receive emails mentioning volunteer signups and removals, and the
coordinator will be listed on the public site as the contact for this opportunity.

Select the Location for the Volunteer Opportunity.

LY = Required Information

Please complete the following and we'll guide you through the process of creating a Volunteer Opportunity.

Volunteer Opportunity Name I Read to Kids
Primary Impact Area | Children & Youth Education |4

Opportunity Coordinator I Art Trout %I
Locaton ERET TSR o2t Locaior @)

o Troutco Building

Type Franklin Canyon Park
Troutco Warehouse

. ArntZp L

Wizarding World of Wonder
Height and Wt Bureau Bldg
Kids Reading Room
The secret Garden
Andulka Park Tennis Center
Swing Auditorium
Recreation Room

D NS P SR

A dropdown menu with all locations you have used for other volunteer opportunities will be visible
here. Select the location that is correct for this opportunity. If the location is not already on the list,
you can create a new location record by clicking on "Create Location."

If you create a new location, a popup will appear on the right.

LS = Required Information
Please complete the following and we'll guide you through the process of creating a Volunteer
Opportunity.
Volunteer Opportunity Name |B4:7:17917!<)7K|7d} ____ - Loe;:l:'r.l IYoum Center
Primary Impact Area IL Children & Youth Education m
—_—— Street | 123 Main St
Opportunity Coordinator | Art Trout Q) | ain

City I Riverside

Location | -None- + Creats Location State/Province | CA

Type O | —None— *33

Zip/Postal
Code 192506
Country
[Save] [Cancel]

Fill in all required fields.

© 2012 OneOC www.OneOC.org
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The "location Name" is the reference name for the location that will appear in your location dropdown
menu in the future. It will also be what is visible to volunteers when they review your project
information. Click on SAVE to save the location. Doing so automatically selects and adds the location to
the dropdown menu list.

Is your Opportunity a project or an activity?

L4 = Reguired Information

Please complete the following and we’ll guide you through the process of creating a Volunteer Opportunity.

Volunteer Opportunity Name | Read to Kids
Primary Impact Area || Children & Youth Education ||
Opportunity Coordinator l Art Trout %J

Location l‘&oufﬁ Center r¢~) Create Location

Tvee O IR

Project
Activity

Project - A volunteer opportunity where volunteers perform service for your organization. You will be
able to verify their service and credit them with service hours. Note: If you setup as activity you will not
be able to track hours. It must be setup as project to manage volunteer hours.

Activity - Any other type of activity that you might want volunteers to sign-up for, which doesn't result
in direct service. If you choose activity you will be asked to define what type of activity it is:
e Recognition -- A public ceremony where volunteers are recognized and celebrated
e Training -- any class or instruction you provide as an organization (i.e. First Aid Class, CPR,
Working with Children, etc)
e Social -- any party or social event you have for your volunteers
e Other -- anything else that isn't a volunteer service opportunity.

LS = Required Information

Please complete the following and we'll gulde you through the process of creating a Volunteer Opportunity.

Volunteer Opportunity Name | Read To Kids
Primary Impact Area || Children & Youth Education | %)
Opportunity Coordinator I Art Trout QJ
Location || Youth Center I4] Create Location
Type & | Acivity %)
Activity Type & v —-None--
Training Type Recognition
Minimum Age Academy
Minimum Age (w/ adult) Social

ScheduloType &  Other B
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If you select training, you will be asked to specify what type of training it is.

e Volunteer Leadership -- teaches how to lead others in service
e Volunteer Management -- teaches organizations and individuals on how to manage volunteers

or events
e Organizational Development - classes to help other organizations succeed
e Other

Minimum Age

& | = Required Information

Please complete the following and we'l guide you through the process of creating a Volunteer Oppartunity.

Volunteer Opportunity Hame “Test
Primary Impact Area || Children & Youth Education j

Opportunity Coordinator Ill‘slan Romero Q)
Location ||1901 E. 4th Street, Suite muj Create Location
1une O WProject =]
Minimum Age ||1E
Minimum Age (w/ adult) IE'

Schedule Type ﬂ II --Mone-- j

e Minimum Age -- what is the youngest age where a volunteer could attend on their own (If
under 18, you can ask the volunteer to bring a completed parental consent form, but the parent
doesn't need to accompany him or her).

e Minimum Age (W/ adult) -- to encourage family volunteering, we'd like you to set the youngest
age where a minor could attend this volunteer opportunity while accompanied by an adult,
parent or guardian.

Schedule Type
There are two kinds, with very different characteristics: date and time specific and to be scheduled.

L8 = Required Information

Please complete the following and we'll guide you through the process of creating a Volunteer Opportunity.

Volunteer Opportunity Name I Read To Kids
Primary Impact Area | Children & Youth Education |+
Opportunity Coordinator | Art Trout @
Location I':You(h Center @ Create Location
Type & I Project | 3',
Minimum Age IIG—
Minimum Age (w/ adult) |3

Schedule Type &) v --None—

Date & Time Specific

To Be Scheduled

© 2012 OneOC www.OneOC.org
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Date and Time Specific: This is intended as an opportunity where you need a certain number of
volunteers to attend and volunteer together. It takes place on a specific day with everyone
starting at the same time and ending at a defined time. This could happen just one time, oron a
recurring basis (weekly, monthly, etc). You define how MANY volunteers can sign up for this
opportunity, and they will see exactly what times are available.

To Be Scheduled: Some organizations need volunteers on an ongoing basis. Examples might be
"Office help needed" or "Mentors or Tutors needed". You might welcome volunteers at defined
times of the day, (i.e. Mondays - Fridays anytime from noon - 5 pm)... but exactly when the
volunteer will attend, and for how long, is flexible and something you will arrange directly with
the volunteer. If you need volunteers every day, this is the preferred schedule type (as opposed
to creating many, many date and time specific opportunities).

Registration Type

L = Required Information

Please complete the following and we'll guide you through the process o7 creating a Volunteer Opportunity.

Volunteer Opportunity Name | Read To Kids
Primary Impact Area I Eﬁilareni&iYithﬁ E&ucalioﬁ ‘—ﬂ
Opportunity Coordinator I Art Trout C_{,J
Location | Youth Center 73] Create Location
Type G I F;rbjec( —31
Minimum Age |16
Minimum Age [w/ adult) |8
Schedule Type o I Date & Time 75;{0}'?—:1

Registration Type R
Sign Up
Express Interest

There are two registration types to choose from:

Sign Up: ideal for date & time specific opportunities. You specify how many volunteers you
need, and volunteers can simply sign-up and commit to attend on that date and time. The
volunteer is automatically confirmed and receives a notification email stating that they are
scheduled to attend. When all slots are gone, sign-up is cut off (though people have the option
of being added to a wait list, which automatically alerts prospective volunteers whenever
someone cancels and space becomes available).

Express Interest: choose this registration type if you want to review volunteers before
confirming them for the opportunity. They will not be able to automatically sign-up, but will just
express interest. The opportunity coordinator will receive an email notification whenever a
volunteer expresses interest, and will have to log-in and either CONFIRM or DECLINE the
volunteer. All "To Be Scheduled" opportunities are automatically set to “express interest,” since
you will have to contact the volunteer to arrange a specific date and time for them to volunteer
with you.

© 2012 OneOC
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Set a minimum and maximum number of volunteers for the opportunity

Y | = Required Information

Flease complete the following and we'll guide you through the process of creating a Volunteer Opportunity.

Volunteer Opportunity Hame IITESt
Primary Impact Area || Children & *outh Education j
Opportunity Coordinator Ill‘\lan Rormerao Cﬂ
Location ||1901 E. 4th Strest, Suite 1DDj Create Location

Type O IIF'roject 'l

Minimum Age II1E

Minimum Age (w/ adult) “3

Schedule Type & || Date & Time Specific x|
Reaigtration Twvne Il S Lln vi

Minimum Attendance ||'1

Maximum Attendance ||15

Does this occur on a regular schedule # II -Mone- vl

The maximum attendance determines how many people can sign-up or express interest before the
opportunity is closed to sign-ups. This ensures you never get too many volunteers signed up. If
someone later cancels and removes themselves, anyone on the waiting list will be automatically
notified and able to sign-up to fill the open space.

Does this occur on a regular schedule?

< = Reqguired Information
Please complete the following and we'll guide you through the process o creating a Volunteer Opportunity.
Volunteer Opportunity Name I Read To Kids

Primary Impact Area I ‘_éﬁilaren>&76&ﬁ éauza_(i;)r; . ‘Q-l
Opportunity Coordinator I Art Trout Q)

Location I Youth Center i%] Create Location
Type & Iﬁoject B3
Minimum Age |16
Minimum Age [w/ adult) I 8
Scheduie Type € |[ Date & Time specific 18)
Registration Type | Sign Up 3‘]
Minimum Attendance I 1
Maximum Attendance I 15

Does this occur on a regular schedule? [ TTTNN
Yes |

No

If you are just creating one occurrence (for now) of this volunteer opportunity, answer NO to this
guestion. You will then be prompted to set the date and time the opportunity will take place.

If you want to schedule multiple occurrences (i.e. a regular schedule, where you wish to have sign-ups
every week for the next three months), then answer YES. If you answer yes, you will be prompted to
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enter a Start Date and End Date for the opportunity itself (how long will you be listing it on the site),
and prompted to create a recurrence before publishing the opportunity.

Specify the start date and time, and the end date and time, for a single occurrence.

L3 | = Required Information

Flease cormplete the following and we'll guide you through the process of creating a Yolunteer Opportunity,

Volunteer Opportunity Hame IITESt
Primary Impact Area Il Children & Yaouth Education j
Opportunity Coordinator Il«ﬂxlan Romera aQ,
Location ||1901 E. 4th Strest, Suite mnj Create Location
e © [[Project =]
Minimum Age ||16
Minimum Age (w/ adult) IE

schedule Type & || Date & Time Specific = |

Registration Type |[Sign Up -]

Minimum Attendance ||'1

Maximum Attendance II‘] g

Does this occur on a regular schedule ? Il [ vl

Start Date II?'HQ.-QDQ [F/18/2012] |1EI:DD A 'I
End Date II?'HQ.-QDQ [F/18/2012] |11:DD A 'I

After creating this opportunity, you will need to add the Oppartunity Description befare it can he published.
- - O noee Dppo

You will be reminded to add an opportunity description before publishing the opportunity as part of
step 2.

Click on the “Create Volunteer Opportunity” button to complete Step 1.

If you have signed it to “regular schedule” to YES, you will be prompted to just specify the start and
end date, in addition to reminding you to create a recurrence.
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3 | = Required Information

Flease complete the following and we'll guide you through the process of creating a Yolunteer Opportunity.

Volunteer Opportunity Hame “Test
Primary Impact Area IIChiIdren & Youth Education j
Opportunity Coordinator ||Alan Ramern Q)
Location ||1901 E. 4th Street, Suite 1DDj Create Location

Type & IIF'roject 'l

Minimum Age ||1 B

Minimum Age {w/ adult) “3
Schedule Type & || Date & Time Specific |

Registration Type II Sign Up VI

Minimum Attendance ||1

Maximum Attendance ||1 =3

Does this occur on a regular schedule? II Yes vl

After creating this opporunity, you should click on the link ta create new recurrence

|| m—
Suany vawc “{.II::I.ILUIL [odLun s |
End Date [[10/25/2012 [ 7118/2012]
After creating this opportunity, you will need to add the Opportunity Description before it can be published.

You will be reminded to add an opportunity description before publishing the opportunity, but you
have now completed everything required by the wizard! Click on the "Create Volunteer Opportunity"
button to complete the initial set-up of your opportunity.

If you selected “To Be Scheduled” as the Schedule type, you will have slightly different questions to
answer.

Volunteer Opportunity Hame IITB st
Primary Impact Area ||Chi|dren & Youth Education j
Opportunity Coordinator Ilﬂ'-\lan Ramera o]
Location II1901 E. d4th Street, Suite muj Create Location

Type & IIF'ruject 'I

Minimum Age ||1 5]

Minimum Age (w/ adult) “3

schedule Type D || To Be Scheduled =]
startDate |F/19/2012  [71812012]

EndDate [[11/29/2012  [7r1812012]

Daysfand Times Heeded & |J|Sunday Afternoon ;I
—| Sunday Evening

Monday Morning J
Monday Afternoon

Monday Evening
Tuesday Maming
Tuesday Afternoon
Tuesday Evening d

After creating this appartunity, you will need to add the Oppaortunity Description before it can be published.
B = O ntes Opoo s

2 - b

For To Be Scheduled opportunities, you will specify a start and end date. This is the period of time
during which you want the opportunity to be listed and searchable on the site, and available for
volunteers.
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Specify the days and times you need volunteers (Hold down the Control key or Shift key to select
multiple days and times from the list). If you want to give more detailed info on “hours,” you will be
able to specify that in the opportunity description you will create next.

Step 2

Click on the "Volunteer Opportunity" tab to see the record.

Home  MyOrgaiaton  Locatons | uoluntser Opportunibenr  wolneker Teams  Docames®  Repors  SWICE DWDINEsr Poral

Bie Managed by Valuntear Gppartun y
Teut

g valuner CpRarinit; ool E= EESEEnEa

Handoon Canneot Bhorkuts

Handoon Conneot Bhorhuts Yolunteer Opportunity Overview

“oltiee 1 Oppor iz s Here's your at-a-glance wizw of this “lunteer Opportunity

«"  Opportunity Created Opportunity Descrption A34C k3nge Degcription
Bearuh ¥  Occumence Created sk HewDeotrmeice +  Opportunity Characteristics {Optional - Impraves Search and Metrics)
Srwch Al vI R Created Cregk Hew Recarmencs Opportunity Published (Status: Pending)  Sibmttor Approa)
rifications Complete
— & Merificati Compls
= Total fetive Occumences: 0 Total erifications Due: 0
Sdienend Sxorch., . "
Feady fo ceate a mew Volwbesr Opporurity ? & 50, ool ke fo get staded.
curkm e Cimoe Desorption
F— Intirmatan
aentlims cener gy Romero | kange] Babic  paydig
‘olunieer Coporknid Name  Tart Pocing BRbic oo wonkd ke ik recond posted on e, pheare clickthe ik 1 the

Test
R E-IIDST

‘U NIk 3hce B "SHbm It ApprouEr or *Pabli )

Coporunl e
TR Project sodury Tge
BonRdui TRP Ok & THme Speci Training Tan
Bpeoial Eventintrmadon
‘wolunber Event ‘olunker Event U RL
Time Lk Intrmalion
srita®  7oymiz End ek 724212
Crganizion innrmaton
Managed B Parher Crgani zian Berued Name By Now P ot
Managing Crgani zion Mame By Wi B roft Crganizion Berued URL  yipoopecs bice comHOC O Prodll,.

Before you can submit the opportunity for publication, you will need to add an Opportunity
Description.

Step 3

e If you chose "Recurring schedule" in the wizard, you will need to create a recurrence so that
you have at least one occurrence date and time for the opportunity.
e Note: Projects setup as on going DO not need to have the occurrence record updated.
Step 4
e Submit the opportunity for approval, if you do not hit submit your opportunity can not get
approved.
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Understanding the Volunteer Opportunity Overview Dashboard
(Partner Portal)

The Volunteer Opportunity Overview gives you a “dashboard” view of the status of the Opportunity
and whether it has been published.

Volunteer Opportunity Overview Dashboard

w “olunteer Opportunity Detail
Hand=0n Connect Shortouts

HandsOn Gonnect Shartouts Volunteer Opportunity Overview

Yolunteer Opportunity N‘ : ) Wera's your at-a-glance view of this Volunteer Opportunity:
v" Opportunity Created Opportunity Description  Add/Change Descrictisd

Search . A :
Opportunity Characteristics (Optional nproves Searc
v" Occurrence Created  Create Mew Occurrence Pp v op p

— and Metrics)
Search All Opportunity Published (Status; Pandine.. Gt
Recurrence Created  Create MNew Recurrence ALY T
Approval

v Warifications Camplete

Advanced Search... Total Active Occurrences: 0 Total Werifications Due: 0

Custom Links -
Create New... Change Description

1. Opportunity Created - the basic characteristics of the opportunity have been successfully
defined (The checkmark to the left of each of the 8 items indicates whether it has been
completed and accepted)

2. Occurrence Created - the opportunity has at least one occurrence defined. (Occurrences are
what show up for sign-up on the public site. An opportunity without at least one occurrence
will not appear on the public site).

3. Recurrence Created - whether there is a recurring pattern of occurrences that has been created

in association with this opportunity.

Total Active Occurrences - the total number of occurrences that are in Active Status.

Opportunity Description - whether the opportunity description has been created and accepted.

Opportunity Characteristics -can improve efforts to track national and local metrics.

Opportunity Published — Projects are “pending” until OneOC approvals it. Your project can not

be reviewed for approval until you submit. To submit, click the link to submit the opportunity

for approval.

8. Verifications Complete / Total Verifications tells you whether there are any outstanding
verification due, specifically for past occurrences. It is good business practice for you to always
verify volunteer attendance and service hours. Strive to have your total verifications due count
always at zero!

NowuR
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Opportunity Description (Partner Portal)

A volunteer opportunity cannot be published until it has a description. Because the description is a
rich-text object, populating it is a separate step from using the Volunteer Opportunity Wizard. The
Volunteer Opportunity Overview reminds us that we have not yet authored a description.

inteer Opportunity Detail | |

Hand=0n Connect Shortcut=
Volunteer Opportunity Overview
Here's your at-a-glance wiew of this “alunteer D pportunity:

" Opportunity Created COpporunity Description S dciChange Description

v Dpportunity Characteristics (Optional — Improves Search
and Metrics)

COpportunity Published (Status: Pending) Submit for
Approval
" verifications Complete

" Ococurrence Created Create Mewy Occurrence

Recurrence Created Create Mew Recurrence

Tatal Active Occurrences: 0 Total Verifications Due: 0O

If there is no check mark next to Opportunity Description, then you have not yet created a description
for the opportunity. Click on the Add/Change Description hyperlink to submit a description for your
project.

Click on the link to open the WYSIWYG editor and enter the opportunity description

Static Page Editor Save  |Close

J | B I U & | E = = E | Qyles v Paragraph ~ Fontfamily ~ Fontsize -

XA GE®mAN|SE|I=Ew |9 | L8 FOm|FHO G A2
M | i | \ | X x‘;S_l-i:‘EzL‘j

M T~

Help us make seniors happier by visiting with them, singing songs, and playing bingo!l

Path:p

N

Save | | Close

The editor will appear in a separate tab or window. You can use plain text if you wish, or use the
features of the WYSIWYG editor to create a more compelling description, which could include links,
images, and possibly documents to download.

When you have finished adding your text, click on SAVE. To close the window and remove it from your
screen, click on CLOSE after Saving.
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You will receive an alert message asking you to refresh the browser window. In order for the
Opportunity Description to be added you MUST refresh your page in your browser.

https://hoc.naZ.visual.force.com

To see the opportunity description after adding or
editing, refresh volunteer opportunity page

Here is an example of a richer volunteer opportunity created using the Static Page Editor:

Static Page Editor Save | |Close

L |B 7 U & |= = = £ | Styles v Paragraph '~ Fontfamily ~ Fontsize v
XDB@m| A |EE|=E L EFOm |HO B A2
“ | I [ l H= |3

U

NOTE: This volunteer opportunity is for women only. The world is scary when you don't have a
permanent place to call home. Ease the uncertainty of the youngsters at the Mother-Child
Residence by engaging them in arts and crafts activities while their moms attend a social service
class that evening. These kids (aged 5-12) adore the company of our warm and friendly
volunteers. The arrival of Handson Demo volunteers fills the halls with happy shouts and hugs!

The Good Shepherd Mother-Child Residence provides programs that address the complex needs ‘
of homeless women with children in Southern California and Orange County.

16 and 17 year olds can attend this project without parent by arriving with a parental waiver form.
Volunteers who are 14 or 15 must be accompanied by a parent.

You do not have to make your descriptions fancy. Plain text will do and may be easiest for most users.
But you do have the option of doing some basic html markup.

Please note, OneOC does not review your posting for spelling errors or grammar mistakes.
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Submitting your Volunteer Opportunity for Approval

Once you created the opportunity, gave it a description, and made sure it has at least one occurrence
scheduled, you are ready to submit it to OneOC for approval.

inteer Opportunity Detail | |

Hand=s0n Connect Shortcuts
Volunteer Opportunity Overview

Here's your at-a-glance views ofthis Yolunteer Opportunity:

" Opportunity Created Cipportunity Description AdoiChange Description
= OERUNERED Creeind Create Mew CooUrrence v Oppor‘turjnmf Characteristics (Optional — Improves Search
- and Metrics)
Recurrence Created Create MNew Recurrence D PUDISHEE SES: PEmEigD Submit for

Approsal
" Warifications Complete

Total Active Occurrences: 0 Total Werifications Due: 0

Click on the Submit for Approval link in order for OneOC to review your opportunity and approve it for
publication.

After submitting for approval:

“olunteser Opportunity Detsil | |

Hznd=0n Connect Shortout=s
Volunteer Opportunity Overview
Here's your at-a-glance view of this Volunteer Cpportunity:

¥~ Opportunity Created v~ Cpportunity Description  AddiChance Description
o Cpportunity Characteristics (Optional — Improves Search

e e s

v Occurrence Created Create Meww Occurrence

Fecurrence Created Create Mew Recurrence Cpportunity Fublished (Status: Awvaiting Approval)
¥ Yerfications Complete

Total Active Dccurrences: 0 Total Verifications Due: 0

Ready to create & new foluntesr Cpportunihe? IF so, click here to get started.

Custom Links Change Description
Infor mation
Ohwmer Alan Romero [(Chanoe Status Avyaiting Approval
wolunteer Dpportunity Test Fosting Status Wiz have been notified and will be reviewing
Hame wour record for posting shortly

When you click on “Submit for Approval,” the status will be updated. The "Posting Status" field on the
page will indicate that OneOC has been notified and is reviewing the opportunity. Upon approval, you
will receive an email letting you know it’s been published. The posting status on the Volunteer
Opportunity Record will be updated accordingly.

Please Manual Part 2 for these sections:
e Creating an Occurrence (Partner Portal)
e Creating an Recurrence (Partner Portal)
e Occurrence Record Saved View (Partner Portal)
e Connection Grid Overview
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