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This tip sheet explains how to create and maintain your volunteer profile
which includes:

o Navigating your VOLUNTEER.bm account

o Logging the hours that you have volunteered




Follow these steps to create a volunteer profile on VOLUNTEER.bm

Step 1: Create your VOLUNTEER.bm profile

= Goto
www.VOLUNTEER.bm

by typing

www.volunteer.bm
into the address bar
T E of your web browser
- aw § = ‘ﬁ | = Select ‘CLICK HERE to
; B Volunteer’

Everyone can lend a hand

>CLICK HERE >CLICK HERE
to Volunteer to learn about
The Centre

Skip Intro >

© voLunteeR.bml|

‘The Centre on ropy | 236-7706 o

Everyone can lend a hand

Sponsors

RenaissanceRe> ' CATLIN JLFOUNDATION

HSBC <»

Home | Contact | Login

s ~
. me?
» How would you like to search for =~ » Volunteers Short on Time?
I itiag? Try one of these with a minimum
volunteer opportunifies? Can't find anything of interest today? commitment of only one day.
The type of task involved
The focus of the organization SIGN UP and we will contact you when we find T
— e quarium, Museum & Zoo
How often you would like to volunteer opportunities that match your profile. (BZS)
How long you would like to volunteer Sign Up Now! Special Events - Children's Event
When are you generally available to volunteer Volunteer
Other factors. such as transit, age. and groups [+] I = Bermuda Track & Field Association
. Share (BTFA)
» How would you like to search for EVENT ASSISTANCE 2011 - 2012 -
volunteer organizations? Cross Couniry Event Volunteers
The focus of the organization » Organizations PALS
The location of the organization Are you locking for Volunteers? Iemorial Christmas Trees - Memorial
List all organizations Christmas Trees assistants
Register with us and once your profile has been 12612012
approved, you will be able to advertise your volunteer| oo g
opportunities here. —ause

Register Now! - -

= |f you have already created

VOLUNTEER Ssign Up a profile with
= VOLUNTEER.bm — click ‘Yes’

and proceed to Step 2
= Ifyou do not have an

””" “” _ existing profile which you
have created through
Forgotyour passuord? VOLUNTEER.bm, click ‘No’
and proceed to Step 1.1

Welcome to myVolunteerPage.com

To view the ge.com privacy policy, click here.

Note: The VOLUNTEER Sign Up page provides the option of creating your own volunteer profile
through VOLUNTEER.bm. Please note the link to view the privacy statement at the bottom of the
screen.



http://www.volunteer.bm/
http://www.volunteer.bm/

Step 1.1: Create a username and email address

VOLUNTEER Sign Up

You will need to select a unique usemanme to identify yourself to the system. You should select something that is easy for you to remembar.usheas Jour email
address or your name. Your userame must be a least 6 characters long

Usemane:

Email Address:

Verify Email Address:

Step 1.2: Complete your contact information

VOLUNTEER sign up

Usemame: *

Password

Cenfirm Fassword *

Country Bermuda [+
State: [+
Primary Emai: *

Secondary Email:

Mabik Er

“Not availsbie in all areas. Click her

Heme Phone:
Wark Phane:
Werk Extension
Cell Phone:

Phons Preference: | Mot Specified =

Language: English (USA) [+

As a suggestion, your
Username could be your first
name followed by your last
name (minimum of 6
characters long)

Tip: if you use spaces — be
sure to remember the format
you choose

Enter your Email Address
Click on ‘Next’

Provide all the necessary
details (indicated by *)

Select ‘Save and Continue’




Step 1.3: Complete your VOLUNTEER.bm profile

LUNTEER si en Up
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=  The profile you have just
created is now linked to
VOLUNTEER.bm

= Select your preferences
based on your interest and
availability for Activity Type,
Focus of Organisation,
Duration and Time
Commitment, Suitability, and
Community

= Select ‘Save and Continue’

Well done! You have now created your
VOLUNTEER.bm profile!




Step 2: Sign up to volunteer for an organisation

The Centre on

py | 236-7706 or i

Sponsors

RenaisanceRe

» How would you like to search for
volunteer opportunities?
The type of task involved
The focus of the organization
How often you would like to volunteer
How long you would like to volunteer
When are you generally available to volunteer
Other factors. such as transit, age. and groups

v

How would you like to search for
volunteer organizations?

The focus of the organization

The location of the organization

List all organizations

py.0rg

© voLunTEER.bm ' '

v

v

CATLIN JLFOUNDATION

Volunteers
Can't find anything of interest today?

SIGN UP and we will contact you when we find
opportunities that match your profile.

|grs

Organizations
Are you looking for Volunteers?

Register with us and once your profile has been
approved, you will be able to advertise your volunteer,

Everyone can lend a hand

HSBC X»

opportunities here.

Register Now!

Home | Contact | Login

Short on Time?

Try one of these with a minimum
commitment of only one day.

Bermuda Aguarium, Museum & Zoo
(BZS)

Special Events - Children's Event
Volunteer

Bermuda Track & Field Association
(BTFA)

EVENT ASSISTANCE 2011 -2012 -
Cross Country Event Volunteers

PALS

Memorial Christmas Trees - Memorial
Chrisimas Trees assistants
1216i2012

Pause Resume

| would like to volunteer

Return to Activity List

Activity List

VOLUNTEER Sign Up

Welcome to myVolunteerPage.com

The follawing pages will help walk you through the process of creating your own volunteer profile and filling in a volunteer application form for The Centre on

Philanthropy and VOLUNTEER.bm

Do you have an existing myVolunteerPage.com usemame and password?

e —

VOLUNTEER Sign Up ]

Username: |

Password

= Type
www.volunteer.bm
into the address bar
of your web browser

=  Browse opportunities
by using one of the
search features (i.e.,
type of task, focus of
the organisation, time
commitment,
availability, or age)

=  Once you have found
an opportunity or
organisation you wish
to volunteer for click
on ‘Sign Up’ under ‘I
would like to
volunteer’

Click on ‘Yes’ to the answer “Do
you have an existing
MyVolunteerPage.com
username and password?”

Enter your username and
password

Click on ‘Submit’ to login to your
VOLUNTEER.bm profile

Review your preferences (step
1.3) and click ‘Save and Continue’



http://www.volunteer.bm/

Step 2.1: Select your availability

]
VOLUNTEER Ssign Up
General Availability
Mornings Afternoons Evenings Nights
Monday
Tuesday -
Wednesday
Thursday
Friday
Saturday £ v
Sunday Ei v
Step 2.2: Provide additional information
VOLUNTEER signUp
Additional Info
For our records, please provise Us with the follawing infarmaticn
[ save |
Company
1f you work for any of the follawing companies, please select it from the =
list
]
About us
[+]
[
About You
Where have you volunteersd in the past?
[ ]
4
Do you have community service commitments? =

)

Choase File] Mo file chcsen

Emergency Contact

Callulsr Phone

Additional information

Tell us here of anything mare we need to know

VOLUNTEER Sign Up

The Centre on Philanthropy and VOLUNTEER.bm

Based on the information you have provided us, there are volunteer opportunities that you can sign up for right away. Click the options below to go to the sign up
page and to review your profile or to log out

Go to the sign-up page Log out

Be sure to check your email for some important infermation from us and thank you for your interest in volunteering

Select boxes to indicate
which time during the day
and which days of the week
that you are generally
available to volunteer

Click ‘Save and Continue’

Organisations may require
additional information to
ensure a strong match is
made between yourself and
the volunteer opportunity;
Please enter information, as
required, and click on ‘Save’

= Tip: If you already volunteer

with an organisation you need
to follow these steps in order
to link your VOLUNTEER.bm
profile with the organisation.

= If you already volunteer but

would like to contribute your
time and talent with additional
organisation(s) then follow
along with Step 2 to find new
volunteer opportunities.




Step 3: Sign up to volunteer for specific activities

Everyone can lend a hand

Home || A ours Log contact Reports my Proriie HO®EO®
Sign Up
Filters [l Qualified [ Generally Available [ Signed Up (£l Assigned  [Z Backup List
Organization The Centre on Philanthropy -
Filter Activities
The Centre on Philanthropy
BCSP Type AV Q Su As BL S start Date End Date
Bermuda Civil Society Project - assistance B X [ x x X 1
BERMUDA SCHOLARSHIPS.com Type Av @ Su As BL S Stari Daie End Date
Website administrator I
Board and Type Av Q  Su As BL S Start Date End Date
Centre Board Member L I
reasurer B X [ x ® X '
Contre Administiation Type AV Q Su_As BL S Start Date End Date
Ad t B ¥ E XX o
Community Foundation Project Type Av_Q Su As BL S Start Date End Date
Community Foundation Project Coodinator e T R 0
Engage Type Av Q  Su As BL S start Date Ena Date
B Ox M X X X1
B O® M X X 1
Type AV Q Su As BL_ S Start Date End Date
Social Media researcher B X X X1
Website A B P X g 612712011 112013
Research Type Av Q Su As BL S Start Date End Date
Development Planning B XM EER
Website Nonprofit Profile researcher L I I
Home Sign-Up | Assignments Hours Log Contact Reports My Profile
Sign Up

Engage - Special Events/Projects

‘Sign up’ allows you to sign up for
activities with organisations that
you're associated with

Tip: Depending on how you would
like to search for activities, you can
tick off the different filters as well as
search by organisation and select
‘Filter Activities’

If you do a search — you can identify:

A E represents activities that you
are Generally Available for (Av),
Qualified for (Q), or have Signed up
for (Su), etc.

If you see an X beside an activity
then you are not Generally Available
for (Av), Qualified for (Q), nor
Signed up for (Su), etc.

To Sign Up for an activity, click on
the activity and then click on ‘Sign
up’

Description

Schedule Summary:
Eshare (v &
-

The Cenire always has some fun and exciting projects that we need help on - it may be planning a beach
olympics event for 100 people o setting up school visits for our childrens' philanthropy outreach but it will

always be interesting. Join The Centre on Philanthropy's Special Events Team today!

This activity has no schedule

Back to activity list

Add me to the back-up list in case you ever need extras

\

Step 3.1: Review and confirm your volunteer assignments

Home SignUp || Assignments Hours Log Contact Reports My Profile [@JOROIONV]
Assignments
Unscheduled Activities
Activity Start Date End Date Confirmed Actions
Engage - Volunteer Events Coordinator x| Confirm | Decline

Confirm | Decline

Scheduled Activities
From{9/20/2012 To1112012012
Monthly Calendar Schedule

Export File Type: Adobe Pdf Document (.pdf )
Paper Size: Letter Landscape ( 11"x8.5")
Start Date: 9112012

[=]
[=]

Confirm Assignment x

Are you sure you want to confirm this
assignment?

[ cancet_ | Confirm |

View your schedule under the
‘Assignments’ tab over a
selected date range - enter the
start date and end date you
wish to view

When you’re assigned to an

activity that you’ve signed up
for, it will be displayed on this
page and you have the option of
confirming that you will
volunteer, or if you’re no longer
available, declining it

When you select ‘Confirm’ or
‘Decline’ a window will appear
prompting you to ‘Confirm’ or
‘Cancel’ your selection




Step 4: Log your hours!

Follow these steps to log your hours volunteered.
(Organisations use this information to determine your in-kind support)

Home Sign-Up Assignments | Hours Log | Contact Reports My Profile @ @ @ @ @
Hours Log
= Under “Hours Log”, select the
Log New Hours relevant organisation for which
Select An Organization you would like to |Og hours

+ Adult Education School

+ Amnesty International Bermuda

+ Bermuda National Trust

* Bermuda Red Cross

+ BEST (Bermuda E and ility Taskforce)
* Feed My Lambs Ministry

* Greenrock

+ The Centre on Philanthropy

Home Sign-Up Assignments i Hours Log | Contact Reports My Profile @ @ @ @ @

Hours Log =  Click on the drop down arrow at

Most Recent Entries the S|de Of "ACtIVIty" tO V|eW the
activities and select the activity

Activity Hours Start Date Date Created Approved Actions
2012 Agricuttural Exhibition - VOLUNTEER.bm Booth Assistant 100 /2012012 9/20/2012 X Delete for Wh|Ch yOU V0|unteered. |f
Log New Hours the aCtiVity is not |iSted, please
Select An Organization notify us to request your

- mmecty miermatons) ermua activity be listed

+ Bermuda National Trust . .

- Bermua Res Cross = Tip: Inactive represents

« BEST (Bermuda Environmental and Sustainability Taskforce) R .

Loty anbs sty activities which have occurred

* Greenrock
* The Centre on Philanthroj

in the past while active refers to

Log Hours for The Centre on Philanthropy tiviti th t t
activities at are curren

Activity: VOLUNTEER bm Booth Assistant [=]*

Don't see the activity you're looking for? Try- All Inactive Activities u Enter the date and record the
Date Volunteered: 09/20/2012 * .
TolTme:  Hours: Mindtes] number of hours and minutes

Post my hours to Facebook [ that you volunteered
= Click on ‘Save’

Step 4.1: Generate a Report of your volunteer hours

O vounreenor JEAL AL INCH

= Select ‘Reports’ to view the
total number of hours you have
Reports volunteered in the last 12
Hours months

= Choose the ‘Export File Type’
you would like and select the
‘Date Range’ for which you
would like to view a report for
the hours you volunteered
Ort_fe _fec e g _tw jo M e _wo = Your hours have to be verified

Total o 0 o o ) ) [ o 0 o 0 )

by the organisation before

Hours and Achievement Report

Typ: [ P B ) B you’re able to view them on
Letter (85x 117) -
any reports. If your hours are

not approved within two

weeks, please contact us




Step 5: Maintain your VOLUNTEER.bm profile

We recommend that you access your profile at least once a month to update your hours logged,
look for new volunteer opportunities, and to ensure that your contact details are up to date.

The Centre on

© vorunteer.omf

py | 2367706 o

Sponsors

RenaisancRe>

» How would you like to search for
volunteer opportunities?
The type of task involved
The focus of the organization
How often you would like to volunteer
How long you would like to volunteer
When are you generally available to volunteer
Other factors. such as transit, age. and groups

v

How would you like to search for
volunteer organizations?

The focus of the organization

The location of the organization

List all organizations

py.0rg

v

v

CATLIN HLFOUNDATION

Volunteers
Can't find anything of interest today?

SIGN UP and we will contact you when we find

opportunities that match your profile.

[+] IB¥=
Sh

Organizations
Are you looking for Volunteers?

Register with us and once your profile has been
approved, you will be able to advertise your volunteer,

opportunities here.

Register Now?!

Everyone can lend a hand

HSBC <»

Home | Contact

| Login

Short on Time?
Try one of these with a minimum
commitment of only one day.

Bermuda Aquarium, Museum & Zoo
(BZS)

Special Events - Children's Event
Volunteer

Bermuda Track & Field Association
(BTFA)

EVENT ASSISTANCE 2011 - 2012 -
Cross Couniry Event Volunteers
PALS

Wemorial Christmas Trees - Memorial

Christmas Trees assistants
12/6/2012

Pause Resume

VOLUNTEER Login

Do you already have a username and
password for myVolunteerPage.com ?
Login here. »

Password:

Username: |

[ oo |

FOrgot your usemame and password?
Click Here

Step 5.1: Ensure your contact details are current

Now that you have followed the
steps and created your
VOLUNTEER.bm profile, you are
able to return to VOLUNTEER.bm
(Type www.volunteer.om into
your address bar of your web
browser)

Select ‘Click here to volunteer’
Select ‘Login’ at the top right
corner

Enter your username and
password.

‘My Profile’ should be updated if your details change. This includes your Basic info, Additional
info, Qualifications, Interests, and Availability.

Home Sign-Up Assignments

Hours Log Contact

Reports

OA0

| My Profile

Basic Info | Additional Info | Qualifications | Interests | Availability | Goals

My Profile: Basic Info

Username:
Title:

First Name:
Widdle name:
Last Name
Suffixc

Address Line 1
Address Line 2
Town / City
Post Cade:
Country: Bermuda

County:

Primary Email |
Secondary Email
Mobile Email

“Not available in all areas. Click here for details

Home Phone
Work Phone:
Work Extension:
Wobile Phone
Fax Number:

Phone Preference: | Not Specified

Birthday:

Language: English (UK)

[«] <]

Change Password

Change

Click on the ‘My Profile’ tab
If any of your details change,
please be sure to update
your contact information
Don’t forget to select ‘Save’




Great work!
You have now signed up to volunteer for the
organisation(s) that you are interested in!

Notes about your VOLUNTEER.bm volunteer profile

Username: Password:

If you have any questions please contact us at
info@centreonphilanthropy.org
441.236.7706
www.centreonphilanthropy.org



mailto:info@centreonphilanthropy.org
http://www.centreonphilanthropy.org/

