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Introduction: Senior Corps and VolunteerMatch

Welcome, Senior Corps Grantees!

Senior Corps and VolunteerMatch have partnered to help you meet your online recruiting goals. This User’s
Guide walks you through the VolunteerMatch tools and features. We are certain these tools will substantially
increase your volunteer base and maximize the potential for engaging older adults in civic engagement.

This User’s Guide provides information about the following:
¢ How to post successful volunteer opportunity listings
e How to create questions to ask volunteers
e How to upload documents and photos into your account
¢ Research and trends related to recruiting volunteers ages 55 and over

We look forward to helping you create the best online recruiting strategy for your organization!

Why partner with VolunteerMatch?

As the largest active network of volunteer recruiters, VolunteerMatch gets more than 125,000 visitors each
week — a big reason why we have become the #1 search result for “volunteer” at both Yahoo! and Google.

VolunteerMatch is a nonprofit, online, national service matching volunteers with over 57,000 nonprofit
organizations and programs — and our network is increasing by over 250 organizations and 7000 new
members each week.

VolunteerMatch is simply the best destination on the Web to find a great place to volunteer or recruit
passionate volunteers to support your mission.

Why should I include VolunteerMatch in my volunteer recruitment
strategy?

VolunteerMatch is a great way to find the volunteers you need to run your programs and increase the impact
your organization can make in the community. Thousands of volunteers refer themselves to organizations
through VolunteerMatch every day, and the more visible your program is on the site the more volunteers you
can recruit.

Online recruiting will not replace other components in your volunteer recruitment plan. VolunteerMatch sur-
veys still show that “word of mouth” is still the most effective way to recruit volunteers. What VolunteerMatch
and other websites do offer, is the ability to reach out and communicate with volunteers who may not know
about your organization.

The internet also allows you to recruit outside of your community, and find volunteers who may not live in
your area, but who still believe in your mission, and have the skills and the time to help your organization.

5
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As Boomers retire, the number of tech-savvy, highly-skilled, well educated individuals looking for a way to
give back and make a difference in their community increases every day.

How does VolunteerMatch work?

Your organization will use www.VolunteerMatch.org to create electronic versions of all of your volunteer
opportunities. These electronic opportunities are called “listings”, and were called “volunteer stations” in
JASON. A listing has a complete description of the volunteer opportunity, its location, the time commitment,
and the cause or interest area.

Volunteers nationwide can enter their ZIP code or city and state in the Where box and enter a few words in
Keywords about they type of opportunity they are looking for, or skills they would like to use. Volunteers can
also click ADVANCED SEARCH if they want to further refine their search. When they click SEARCH,
VolunteerMatch displays a list of volunteer opportunities within a 20 mile range (or greater if the volunteer
chooses).

This list of opportunities and organizations can be sorted by date, location, and duration. Each organization

also has a rating and/or review based on volunteer feedback, which volunteers can access in order to make

an informed volunteering decision. Nonprofits can read these reviews to collect praise and feedback regard-
ing their volunteer programs.

When a volunteer finds an appealing opportunity and clicks | WANT TO HELP!, he or she is expressing inter-
est in this opportunity. Clicking | WANT TO HELP! sends an email to your organization or event contact. This
is called a volunteer “referral.” Each referral your nonprofit receives will contain contact information for the
person interested in the volunteer opportunity. Your organization will then use this information to begin a rela-
tionship with the potential volunteer.

All listings posted by your organization to www.VolunteerMatch.org will also be automatically posted to the
Senior Corps website, www.getinvolved.gov. This ensures that visitors who go directly to the Senior Corps or
Get Involved websites will be able to find the same opportunities you have posted on www.VolunteerMatch.
org.

On a monthly basis, VolunteerMatch provides you with a program report including the total number of

referrals received, total number of active opportunity listings posted, and programs registered and using
the system. These reports are automatically emailed to the administrators of your account.

VolunteerMatch

Where volunteering begins.
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VolunteerMatch Account Overview

VolunteerMatch transferred the information from Senior Corps’ JASON system to VolunteerMatch, creating
new accounts and updating existing accounts for all Senior Corps grantees. As part of the Senior Corps-
VolunteerMatch partnership, each grantee has been given an account with the highest level of service, which
providing a basic account and advanced tools to customize and manage your volunteer recruiting. Please
refer to the Table of Contents to locate more information about basic and advanced tools.

How do I access my account?

An email with account log in information was
sent to you. If you have already activated
your account, simply go to
www.VolunteerMatch.org and click

MY ACCOUNT.

If you did not receive—or cannot

find—your password:
1. Visit:
http://www.volunteermatch.org/post/password_request.jsp

2. Enter your email address and click SUBMIT.

3. If the system has a record of your email address, an email will be sent to that address with a temporary
password and instructions on how to access your account.

If VolunteerMatch does not have a record of your email address:

Send an email to getinvolved_support@volunteermatch.org with your email address, contact information,
name or your organization and ZIP code, and VolunteerMatch will confirm if there is an account already in the
system for your program. Once VolunteerMatch has confirmed your information you will receive instructions
on how to access you account. If your organization or program does not have an account, VolunteerMatch
will set one up for you.

Once you have access to your account, log in and click on the organization you want to manage. This page
allows you to access all of the tools available to you, whether you want to post an opportunity, run a report,
update contact information or add administrators.
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How do I manage my account?

From the Manage Organizations page you can o, it
post new listings, edit and review existing listings, I:::‘.'.‘."..L“;f.::‘.:.“:.:“.’."” —— i 4 e e iy B
view your referral history, and update your 0 e s e gt it [ 3]
account contacts and information for each of T
[T R

your organizations or programs. L Crgareime

Manage Your Organization

Go to My Account
Go to Manage Organizations
Click the organization or program name

Navigating and Managing your Organization’s
Account Page

All the tools and reports you need are located on your Organization Account page. The following sections
define the tools, explain how to access the tools and then provide step by step instructions as to how to
effectively use the tools.

The Manage Organization page has sections to help you quickly add and edit listings:
e Listings Quick Tool
e My Tools
¢ Listing Manager
e Manage Listings
e Customize Listing
e Communicate
Manage Administrators
e Manage Listing Contacts
Manage Organization
Referrals & Reporting
Account Services
Promote Listings

Each of these sections is discussed in detail in the following pages. This User’s Guide will provide detailed
step by step instructions on how to set up and use each of the tools. There is also a section on how to create
a new listing from start to finish as well as a Glossary of Terms and Phrases.

Please refer to the Table of Contents to more quickly navigate to the appropriate page.
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What is the Listings Quick Tool?

The Listings Quick Tool is the easiest way to create new opportunity listings or edit existing listings. From the
Manage Organization page, go to the Listings Quick Tool, select the name of the opportunity listing you want
to modify in the first drop-down menu. Remember — a listing is simply the electronic version of a volunteer
opportunity, or what was called a “volunteer station” in JASON.

Select the type of activity you would like to complete in the second drop-down menu:
¢ Duplicate Listing — page 11
e Edit Custom Questions — page 24
e Edit Expiration Date — page 18 g chon o add sl |40 10w vy |
e Edit Listing Content — page 15
¢ Edit Listing Documents — page 27
e Edit Listing Greeting — page 21
e Edit Listing Photo — page 23
e Email Listing Referrals — page 26
e Edit Multi-ZIP coverage — page 19
e Manage Listing — page 12

Each of these tools is discussed in detail in the following pages. Please refer to the Table of Contents to more
quickly navigate to the appropriate page.

Listings Quick Tool: Manage Listing

The Listings Quick Tool allows you to quickly navigate to different fields within active listings. It also allows
you to navigate to the Manage Listing page which contains several important tools to manage your listings.

How do | use the Manage Listing page?

Use the Listings Quick Tool to access all of the information
about a specific listing by selecting “Manage Listing” from the
drop down menu and clicking GO.

In Manage Listings choose an Action: Edit Listing, Email —
Referrals, Repost, Duplicate, Delete, or View. S ==

The page also allows you to access the advanced tools for editing the listing’s photo, greeting, custom
questions, as well as Multi-ZIP coverage and expiration date.

Edit Listing — Click EDIT LISTING to edit listing content, including the opportunity description and volunteer
information. See page 15 for more information.
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Email Referrals - Click EMAIL
REFERRALS to email some or
all of the volunteers who have
referred themselves to this
listing.

The From: field will be the email e
address for the administrator s
currently logged in. _—

The To box automatically
populates all the email Siity
addresses for anyone who has
referred themselves to your

organization. Add or remove
addresses as necessary.

The Bcece: box allows you to send a copy of the email to the
opportunity contact.

Use the Subject line and Message box as you would on a regular
email. You may also want to use the CHECK SPELLING tool.

To cancel the email click CANCEL. To send the email click PREVIEW.
From the Preview page you may either EDIT or SEND EMAIL.

Repost — When you create a listing it is “activated” and “posted.”
Activated means a listing shows up in VolunteerMatch search results.
Posted means the listing initially appears as the first listing in the
search results. Over time, though, a posted listing moves farther and
farther down on the search results as the top position is replaced by
new listings from other organizations using VolunteerMatch.

You want your listing to be at or near the top of the search results to
have it seen by the most number of volunteers. Volunteers may not
look further than the first few pages of search results — only showing
them the first 40 or so listings. The Repost tool allows you to easily
move your listing back up to the top of the search results.

This is the most important thing you can do to have your listing
be visible to the most number of volunteers!

Once you click REPOST you will receive confirmation that your listing
has been reposted.

Tips & Tricks

-'

To make the Email Referrals tool
most effective make sure you set up
a different listing for each of your
volunteer opportunities. If you
include multiple opportunities in one
listing you will have to spend more
time editing the To field and may
send an email to the wrong
volunteer.

-'

Always be near the top! Volunteers
focus on listings in the first few
pages of search results. Depending
on the number of other organizations
in your area using VolunteerMatch
you may want to repost several times
a month, or as often as once a week.
Set a reminder in your personal
calendar to make sure your oppor-
tunities are always at the top of the
search results.

10
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Duplicate — Use this tool to create an exact copy of a listing. You may
then edit the Listing Title, opportunity date and time, and some other
listing fields.

Use this tool to save time when creating new listings for opportunities
that are similar to existing opportunity listings.

Note: You can not change the location address or ZIP code when you
duplicate a listing.
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Delete - This will delete the listing. Once a listing is deleted it is no
longer available to you, and it cannot be retrieved. Only use this when
you are sure you want to remove a listing.

To keep the listing but no longer display it in search results make it
Inactive by editing the expiration date to a date in the past. Not sure
how to do this? Consult the Table of Contents.

To continue to delete your listing
click DELETE, to cancel click
CANCEL.
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View - This tool allows you to

quickly view your listing as it ap- -:T“-
pears to potential volunteers. Make s ok o % 7
sure you view each listing when you | oo 5% w1
create one, and any time you make | y

a change or edit a listing. s

Tips & Tricks

oy

How your listing appears on the
website is important — appearance
is essential to the success of your
recruitment. Information in your list-
ing should be easy to find and easy
to understand. Make the most of the
white space on the page and pay
attention to how the text appears.
Want more information on how to
make your listing easy to read on
VolunteerMatch? See page 42.
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My Tools: Listing Manager -
Manage Listings

Listing Manager contains two sections: Manage Listings and
Customize Listings. Manage Listings includes the basic account tools
needed to post a listing, and Customize Listings contains the
advanced tools allowing you to add photos, documents and
customize referral email greetings for your opportunity listings.

What are Active and Inactive listings?

Active listings are listings that show up in search results on
VolunteerMatch. Listings can be activated for up to 180 days. After
180 days the listings become Inactive unless you edit the expiration
date. Inactive listings are those listings which have expired or were
created and stored in your account to be activated in the future. You
will receive email alerts when a listing is about to expire.

All expired listings remain in the VolunteerMatch system unless you
delete them. They can easily be made Active by editing the expiration
date.

View Active Listings

You can easily view and edit your active listings from this page. You
will also be able to update Opportunity Contacts and quickly navigate
to the Manage Listing page for each listing.

To view Active Listings:

Go to My Tools

Go to Listing Manager menu
Go to Manage Listings

Click VIEW ACTIVE LISTINGS

(e Lo i St D

Tips & Tricks

-y

Do you have an annual event or
volunteer project that you need to fill
each year? Do not delete the
inactive listing — use it next year.
Simply update the appropriate
information, set the new activation
and expiration dates and repost! Not
sure how to complete all of these
actions? Consult the Table of
Contents.

12
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Use the View drop-down menu to quickly navigate to “Inactive Listings”, or “All Listings.” Use the Sort
drop-down menu to select the number of active listings you would like to view at one time.
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Using the column headers you may sort your active listings alphabetically by Opportunity Title or
chronologically by Expiration Date by clicking on the arrow next to the column header.

Use the Opportunity Contact drop-down menus to quickly assign a new contact from your list of existing
Administrators and Listing Contacts. Click SAVE CHANGES to save new Opportunity Contact selections.

For more information on adding a new Administrator or Listing Contact consult the Table of Contents.

From the Action column you can easily edit each listing, or navigate to the Manage Listing page.
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Eon Changer
View Inactive Listings
[
Quickly view and edit your inactive listings from P e .

this page. Access the Manage Listings page for
each listing to easily activate listings and edit
Opportunity Contacts from this page.

To view Inactive Listings:

Go to My Tools

Go to Listing Manager menu
Go to Manage Listings

Click VIEW INACTIVE LISTINGS

13
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Use the View drop-down menu to quickly navigate to “Active Listings”, or “All Listings.” Use the Sort
drop-down menu to select the number of inactive listings you would like to view at one time.

Using the column headers you may sort your inactive listings alphabetically by Opportunity Title or
chronologically by Expiration Date by clicking on the arrow next to the column header.

The Status column provides information on when
each listing became inactive. Click INACTIVE for each [ AR

s s et
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Administrator or Listing Contact consult the Table of Clng L

Derce st Dec, 2004 EETT Kpunen Darkmonm bolsrbmeraacar ovy w»  LEVRoe usies
Contents. Sy s

P 22

From the Action column you can easily edit each
listing, or navigate to the Manage Listing page to edit activation and expiration dates.

View All

Easily access all of your listings — both Active and T
Inactive, to edit or quickly check their status and
assigned Opportunity Contact.

To view All Listings:

Go to My Tools

Go to Listing Manager menu
Go to Manage Listings

Click VIEW ALL

Use the View drop-down menu to quickly navigate to “Active Listings”, or “Inactive Listings.” Use the Sort
drop-down menu to select the number of listings you would like to view at one time.

Using the menu bar you may sort your listings alphabetically by Opportunity Title or chronologically by
Expiration Date by clicking on the arrow next to the column header.

The Status column provides information on whether each listing is active or inactive and when it became
inactive. Click INACTIVE for each listing to see the Expiration and End Dates.
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From the Action column you can easily edit each listing, T
or navigate to the Manage Listing page to edit =

activation and expiration dates.

Add New Listing

This section will walk you through the 10 step process for adding a new listing on VolunteerMatch. To learn
more about how to set up the advanced tools used to customize listings refer to the Table of Contents.

To create a new listing:

Go to My Tools Manage RESVP Tarrant Sounty
GO tO L|St|ng Manager menu I‘andhnpnrumuenumlnllln\'nlum.u
o, : mdormanion shast whan they Sxpess imsrest . you oppatungy. Once upioaded oo

Go to Manage Listings
Click ADD NEW LISTING

Listings Guiek Tood

or
Go to Listings Quick Tool
Click ADD NEW LISTING Hy Tools

anage Listings [t A0 B steraly

= i i i e

anane dawinististors | kod s

10 Steps to Entering or Editing Listing

ltaaname i inting Eantaste I —

Content

1. Enter the Title for your Listing.

2. Select “Opportunity Contact”. This may be either an account administrator or a listing contact. If the
appropriate person is not currently listed in the drop-down menu see the Add New Administrator or Add New
Contact section of this user’s guide. To learn more about the difference between administrators and contacts
see page 29.

3. Enter opportunity Description. See page 42 for guidelines on creating high referring opportunities.

4. Enter any requested or required skills into the Required Skills field. Volunteers can narrow their search
results using the information in this box, so be thorough. This is also a great place to list any new skills or
experiences volunteers may gain through working with your organization.

15
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5. Select the appropriate USA Freedom Corps program.

6. Select up to three categories of interest. (At least one must be
chosen to activate the listing.) These categories allow volunteers to
narrow their search results. Think creatively about each opportunity
and select the most appropriate areas. You do not need to use the
same three categories on all of your listings.

7. Check the Volunteer Information Great For boxes — select any or all
that apply to this opportunity. Volunteers can use this information to
narrow their search results.

8. Volunteers Needed - if you need a specific number of

volunteers use this box. You may also leave this box blank.

9. Minimum Age Requirement — use this box to inform potential
volunteers about any minimum age requirement necessary to
participate in your program.

10. Hourly Commitment — use this to convey the estimated time
commitment to prospective volunteers. Hours maybe entered as per
Day, Week, Month or Event.

[ Gewatfor Kids [ Gowal s 33+
[ Greatfor Teers [ Great for Groups

Woluntesr informanon

voluntears Hasded s
Mindsum Age Reguamint 13
Heurly Commitment 3 par | Wask _.,_i

Tips & Tricks
-

Make sure your title stands out in the
crowd. The best titles are creative,
descriptive, and make a prospective
volunteer want to learn more. For
more information on great titles see
page 42.

w

Create your opportunity descriptions
in Word, use the spelling and
grammar tools and then cut and
paste the description into the form.
Make sure you use the View tool to
ensure that formatting is correct. Not
sure how to access the View tool?
See page 12.

-‘f

VolunteerMatch research shows that
older adults want to find volunteer
opportunities that match their skills
and interests. Use this field to clearly
define skills you are looking for. Then
when a volunteer enters that skill into
the Keywords field your listing will be
returned in the search results.

w

If you have an ongoing or open-end-
ed need for volunteers leave this box
empty. Entering a large number into
this box may be overwhelming for

a potential volunteer. For example,
entering 100 Volunteers Needed may
make an individual person feel as
though they cannot make much of a
difference.

16
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Enter or Edit Opportunity Location

The opportunity location is automatically populated with the address
of your organization. Be sure to change the address if the
opportunity takes place at a different location.

Fill in the required address information for the Specific Location of
the volunteer opportunity. This may be your organization’s office or
an event location. The address should reflect where the volunteering
will actually take place. This address will be used during a volunteers
ZIP code search.

If this is a Virtual Opportunity select the appropriate button.

Opportunity Location
Uarth; he lesation of the cesartundy Spesde Lotation o Virteal Oppodtunty
{3 Spetinc Losamon
¥ 1ur Spperianfly Lahes SEACH S RS |DSHGN B (BEI0N. SAber T S0TEAS INSITNGN in 18 SIS k. 1ot B you would he ko Peonat dire
salect Uutk.2 Covarage
wqoeas 1 T84 Pecinct Ling Rd
sdoess R Ste 107
Adoress 3
=] Murmt
tate oo Rngian ™ el er
2P Postal Cote TROSL
Count Unted States =]
o
(3 Vsl Opportuniy
& Bl LAUMMAT CEOEMURA, TBN B SeTElite e 3, lecghan Vsl YENGE WIT BECHE IR Sur b DICEmS CXNDCr JANCN TRREm t2r a1

What is a Virtual Opportunity?

A virtual opportunity is any volunteer opportunity that can be
completed from any location, and does not require the volunteer to
be in a specific area or zip code. If an opportunity is virtual it means
that the organization can be anywhere, and so can the volunteer.

A Virtual Opportunity can be completed and returned to the
organization by mail, phone, fax or email, and does not require the
volunteer to visit the organization’s location.

Great examples of virtual opportunities are writing newsletter
articles, researching and writing grant proposals, knitting baby
blankets, or providing phone support to clients.

Virtual listings will appear in VolunteerMatch’s Virtual Opportunity
category search results for volunteers across the country and not in
local zip specified search results.

Tips & Tricks
o

If you have an ongoing or open-end-
ed need for volunteers leave this box
empty. Entering a large number into
this box may be overwhelming for

a potential volunteer. For example,
entering 100 Volunteers Needed may
make an individual feel as though
they cannot make much of a differ-
ence.

w

You may have programs in several
different locations. Make sure that
the Specific Location is correct.
Volunteers will use this information to
determine how far they will need to
travel to volunteer with you, and may
be unable to participate if the loca-
tion is entered incorrectly.

17



VolunteerMatch User’s Guide

Enter or Edit Opportunity Date and Time

Fill in the Opportunity Date information. If your opportunity is an
event happening on a specific date select the “Yes, | need volunteers
for the following date(s).” button and fill in the start and end date. For
one-day opportunities enter the same date in the Start Date and End
Date fields.

If your opportunity is ongoing or open-ended click “No, this
opportunity isn’t scheduled for a particular date.”

Use the information in the Opportunity Time area to identify a
specific start and end time, or an opportunity time range.

sirmpmet o 0 e 15 A O e ey 108 el e T e el

Note: You must click “Continue” to save all of the information
entered above.

Enter or Edit Opportunity Activation and Expiration Dates
The Activation Date is the day that your listing will be Active and

start appearing in search results. The EXPIRATION DATE is the day
your listing expires and becomes Inactive.

The expiration date may be no more than 180 days in the future. If
your listing is for an event on a specific day you will want to set the
expiration date for the day of the event.

1S 5 VSRS A Ti 139 SEE Bt SE

Note: You must click “Continue” to save all of the information
entered above.

Tips & Tricks
.

For event opportunities with different
shifts or flexible start times fill in the
start time and end time for the entire
day and use the Custom Question
Manager to identify available shifts.
Not sure how to complete all of these
actions? Consult the Table of
Contents.

18
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Add or Edit Multi-ZIP Coverage

Most listings do not need Multi-ZIP coverage. VolunteerMatch’s
default search settings allow volunteers within 20 miles of their ZIP
code to see listings. If your listing has a location ZIP code within that
radius it will automatically show up. If a volunteer widens his or her
search range your opportunities will still show up. Click “No
Additional ZIP Codes” to move on to the Advanced Tools.

There may be times when you want or need to recruit outside of a 20
mile radius. Use the Multi-ZIP tool to add additional ZIP codes. Each
additional ZIP code is $0.50 but you will receive a 15% Senior Corps
discount off of any Multi-ZIP purchase.

Use the drop down menu to select different types of ZIP code
coverage: City, County, Metro Area, State or National. This page will
update to show the number of ZIP codes selected, and the cost for
coverage. This price will include your 15% discount.

D7 EIA00 B B SELNE LW I BN B 11 DAAT 06 DOPSTnI bIFY] i -7y O [008 0 B [0 Oy MDD SN TGty TURD B TUOREY
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When you use Multi-ZIP you will not be able to repost your listing.
For more on Reposting see page 10. You may edit a Multi-ZIP
listing’s expiration date, though, to continue to keep the listing active
with the additional coverage.

Click “Add ZIP Codes” to purchase the additional coverage. You will
be asked to pay for your Multi-ZIP purchase when you finish and
review your listing.

Note: You must click either “No Additional ZIP Codes” or “Add ZIP
Codes” to continue.

The Multi-ZIP tool is complex. If this section does not fully answer all
of your questions regarding Multi-ZIP please contact
getinvolved_support@volunteermatch.org.

Tips & Tricks
«

If you are creating listings for an
event in the future, but are not sure
of the event date yet, set both dates
in the past. When you do have the
information edit your activation and
expiration dates. Do not forget to
repost when you do finally
activate your listing! Not sure how
to do this? See page 10.
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Customize Listings and Referral Email Page

The advanced tools are accessible from this page. To set twm__,,_,,...:.m _.,.,.,._.. e e
up or learn more about how each tool works consult the S s i

Table of Contents and find the appropriate Section. CICK | &t s i e commsrecs k

GET STARTED: ADD A PHOTO to access Photo Manager. BToes LR LR

Get Started: Add a Photo

Select Listing Photo allows you to add a picture to your listing on VolunteerMatch. To learn more about Photo
Manager or how to add a photo to Photo Manager see page 23.

Select the photo you want to include from the B Sebect Liting Phato
Available Photos drop-down menu. Then add or S s s e
edit the Caption. To include the photo click Nt
“Next: Customize Referral Form.” ‘ .
Note: You must either click SKIP to move on without | = %
a photo, OR NEXT: CUSTOMIZE REFERRAL FORM
to save your photo selection. e =
Y O T |

Next: Customize Referral Form

The customize referral form page allows you to gather information from a volunteer when they click | WANT
TO HELP! on VolunteerMatch. The referral email you receive with a volunteer’s contact information will also
include the answers to the Custom Questions you select.

To add a new Custom Question or to learn more about Custom Questions see page 24.

Click and drag up to three of your questions into the “Questions that will be asked (up to 3):” shaded box
from the “Questions that will not be asked:” shaded box.

@ Select Custom Questions

M ipiiific dsrmtiinn i yins volunbenid? Add & aew quaiien o ket ip 1o 3 fom Quatiars will spps
npress intarest in Tt hahng

Add & new cunlom queston m
i Aot velecting queitions, ¢hick Teet o the batiom of the pacge. [Batiar]

Qs o that will be aibed (up te 333

Cuestions tat will not be asked;
rtmmmmm Tor D3 poSAMIN. D0 you Bwn W Of Can you make sines housmg

Note: You must click SKIP to move on without asking any Custom Questions, or NEXT: VOLUNTEER
GREETING to save which Custom Questions are attached.
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Next: Volunteer Greeting

To customize the email greeting sent to volunteers who refer themselves to an opportunity, click the button
next to the appropriate greeting in the Select One column.

You may view the content on the greeting by clicking View in the Action column.

To learn more about Greeting Manager, or to add or edit a greeting see page 26.

I Bemct Grawtng.
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Note: You must click NEXT: DOCUMENTS at the bottom of the page to save the Custom Greeting that is
used, or click SKIP to move on without customizing your greeting.

Next: Documents

To attach a document to the email greeting sent to volunteers click and drag up to 3 documents into the
“Documents that will be attached (up to 3):” shaded box from the “Documents that will not be sent:” shaded
box.

For more information on types of documents you might want to attach or to set up or change the documents
available in your Document Manager, see page 27.

Click FINISH to complete your listing.

B Select Documents

Sedect the documents you wish 1o surd with the volurdeer gresting emanl.
Add o new document | Add

Documents that will be amached (up 18 Ik

Documents that will not be sent:

Volumtger
ja [

Note: You must click FINISH at the bottom of the page to save which Documents are attached, or click SKIP
to move on without attaching a document.
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How do I finish and review my listing?

After entering all of your
listing information and

. - &
customizing your listing you
will be asked to review the
listing for errors and accu- .
racy. o D

To edit your listing click EDIT, _
found on the right side of - i ®
each section.

You will also need to select

whether or not to display the e e s s 3 —
Google map of the Oppor- & & ¥
tunity Location. The Google 3 L -
map is a small electronic map N N
that will show the general T v stz
area in which your oppor- S S S S S S A

tunity is located.

Once all the information is correct click CONTINUE.
Your listing is now complete and posted.

If you have chosen to set your activation and expiration dates in the
past to activate at a later date your listing will appear under View
Inactive Listings.

If you have purchased Multi-Zip you will need to continue to Check
Out and enter in credit card payment information. Once you have
completed the payment page your listing will be posted in all of the
ZIP codes selected.

My Tools: Listing Manager -
Customize Listings

The advanced tools in Customize Listings allow you to take full advan-
tage of all the VolunteerMatch network has to offer. These tools make
your listing more interesting, allow you to pre-screen volunteers, and
communicate with them in a more personal way — this means not only
more referrals, but better referrals. If you use these tools effectively

Tips & Tricks
-~

Because this is tied to Google Maps
and the way Google identifies the
location, you may choose to remove
it from your listing if the location
does not look correct. If it is close,
though, you may want to leave it so
volunteers have an idea of where the
opportunity takes place.
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not only will more of your VolunteerMatch referrals turn into volunteers for your programs, more of them will
be the right volunteer for your organization.

Photo Manager: Add or Change a Photo in your Listing

Listings with photos receive almost three times as many referrals as those without pictures. It is important to
have a photo in your listing. A picture gives a prospective volunteer a better idea of what type of tasks they
will be doing, or the impact they can make by volunteering with your organization.

You are allowed to store up to five photos in your account. You may edit the title and caption, delete, or
replace photos at any time.

Listing Manager
Manage Listings
Wiews Active Listings | View Inactive Listings | View All | A&dd New Listing

[ = Photo Manager |
LaE = LG

To access Photo Manager:
Go to My Tools

Go to Listing Manager menu
Go to Customize Listings
Click PHOTO MANAGER

Customn Question Manager | BE Greeting
ent Manager

Add a new photo by clicking on ADD. If you already

have 5 photos stored in Photo Manager the ADD button | Add Fhoto
will not appear and you will need to select an image and | ciick ‘Browse to upload an image from your computer. The file should be in GIF,
either “Delete” or “Replace” it to add a new photo. AR e s

Adaphow
Give the picture a Title - this is what you will see in your j:ll:ftphm : |Lﬁm“-|l
photo library, so create a title that will allow you to easily _ . .
differentiate between photos. pasin <l

f~]

You may want to add a Caption to the photo. Be cre-
ative and descriptive. This is what volunteers will see | Cancel || Continue
under the photo in your listing.
To delete a photo click DELETE in the Action column. * Required Item B

Photo Manager will then ask you to confirm the deletion
by clicking Delete again.

To replace a photo click REPLACE in the Action column. On the Replace Photo page click BROWSE to locate
the new photo. The file needs to be in GIF, JPG, or PNG format and cannot exceed 1 MB in size. Give the
picture a Title, and consider creating a CAPTION.

B0 e A B P S e RS TR ) P B L -
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Custom Question Manager: Add or Change Questions
Asked on a Referral

When a volunteer expresses interest in an opportunity and clicks |
WANT TO HELP! you may include up to three questions to be
answered and returned to you with the volunteer’s contact information
on the referral form. These questions can be optional or mandatory.
You may create an unlimited number of questions to store in the
Custom Question Manager and select up to three of them for each
listing.

To access Custom Question Manager:
Go to My Tools

Go to Listing Manager menu

Go to Customize Listings

Click CUSTOM QUESTION MANAGER

Listing Manager
Manage Listings
View Active Listings | View Inactive Listings | View All | Add New Listing

Customize Listings

B Photo Mana Custom Question m@ Greeting
Manager | & Docu

Click ADD to add a new question to the Custom Question Manager.

Vot e s o e e Ak e et i s Dty et et ot ey

| (e

On the Add Question page select the question type.

There are five question types and depending on what type of
question you want to ask, different formats will make it easier for you
to access and use the information gathered.

Tips & Tricks

-y

Be creative when developing ques-
tions. Ask more than scheduling
questions or questions about lunch
preferences or T-Shirt sizes — Ask
questions about the volunteer’s skills
and experience level, and pre-screen
your volunteers before you talk to
them.
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Add Question: Select Type

Select the type of question you would like to add and click 'Continue’.

O Menu

O Multiple Chaice (Choose One) Vi
Mo

o Hultiple Chaice (Choose lany} Option 1
Option 2
Option 3

(@] One Line

|

(] Multiple Lines

Ll

Continue

Question Types:
Menu - Use this type for questions with a single answer per person.
Ex. What size t-shirt do you wear? Small, Medium, Large, X Large

Multiple Choice (Choose One) — use this type if the question has
only have one answer but you want all options to be visible. Ex. Are
you a vegetarian? Yes, No.

Multiple Choice (Choose Many) - use this type if there could be
more than one option. On which day can you volunteer? Monday,
Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday.

One Line - use this type if you want to allow a free form answer, but
the answer will be short. Ex. How many passengers can fit in your
car?

Multiple Lines — use this type of question if the free form answer
needs to longer. Ex. Do you have any relevant experience working with
children?

Add Question: Select Type

Salect the tyrs of quastion you wouid like 1o add and chck Continus

et Tge pame
o Ueny
o] Mumiple Choice (Chooss Ona) Yas
e
O IaiMipht Shalce (Chaods Uiy Option 1
Uption 2
Optier 3
(o] One Line

(0] humipis Lines

Centinus

Once you have selected your format type click CONTINUE.

Tips & Tricks

-y

Choose the question type that will
allow you to most easily find and sort
the information gathered. If you want
to know which days of the week a
volunteer has available select a Multi-
ple Choice (Choose Many) and enter
in the days of the week as options. If
you were to select a different format,
One Line for example, volunteers
could enter the information in many
different ways — Monday, mon, M,
etc. — making the information more
difficult to track.
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Enter your question and follow the instructions on the screen for how to enter your answer choices, if
applicable. Click CONTINUE.

You now have the option to Edit the question if you would like by clicking EDIT, or save it by clicking
CONTINUE. Your question is now available to use on a referral.

Greeting Manager: Customize the Email Sent to

Referrals

When a volunteer refers themselves to an opportunity VolunteerMatch automatically sends an email back to
them confirming that referral. With Greeting Manager you can add one of 5 customized email responses to
each listing and include a personal note as well.

Listing Manager
Manage Listings
Wiewr Activa Listings | Yiew Inactive Listings | Yiew All |

To access Greeting Manager:
Go to My Tools

Go to Listing Manager menu Add Mew Listing
Go to Customize Listings Customize Listings

Click GREETING MANAGER

Mlnm Question Manager |
{ Greeting Manager | ocument Wanager

Add a greeting by clicking on the ADD button. If you have already set up all 5 of your the ADD button will not
appear and you will need to select a greeting to delete.

The Add Volunteer Greeting page allows you to add a Title to Add Email Gresting

your greeting. This is what you will see in the Greeting Manager, | Someese @ ﬁrﬁﬁﬂiﬁiﬂ feﬂ?ﬁ;'?gn;l?"e isnt added volunteers will receive the

so make sure you use a title that will differentiate this greeting Tite | |

from other greetings you create. Content - Congratulations on connecting with a cause you =
9 gsy

care about! We've notified this organization of your
interest in the following opportunity:

Add the content, or body of the email, in the Content box. Use
this area to introduce yourself to a potential volunteer, provide
more information on your organization or the opportunity, or let =
them know about an upcoming orientation. [ Sttty |

Use the CHECK SPELLING feature to look for spelling errors.
And click REVIEW to continue. "R s

Click CONTINUE again on the Review Volunteer Email Greeting page to save your greeting.

Review YVolunteer Emall Greeting

Rl your velontsar smal grosting. Click Bat'1n maks changes

Tile Srvaing

Cantmat i o
AR

Edi| [ Cormue
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Document Manager: Attach Documents to the Email Sent to
Referrals

You may attach a document to be sent as an attachment when a
confirmation email is sent to a volunteer. Document Manager adds up
to 3 of your 5 stored documents to each listing and provides additional
information to your volunteer.

To access Document Manager:
Go to My Tools

Go to Listing Manager menu P
Go to Customize Listings B Pholg

Listing Manager
Manage Listings
Wiewr Active Listings | View Inactive Listings | View All | Add New Listing

estion Manager | B Greeting

Manage Document Manager
Click DOCUMENT MANAGER

Add a document by clicking ADD. If you have already stored 5 docu-
ments in Document Manager the ADD button will not appear and you
will need to select a document to delete or replace.

Select Decuments
Swct the documants you wish to wand with B wolgminer grestng smal

Eidd # e docoman | A4d

Documents that will e atachad (up to 3|

Documi nts that will not be sent

M\'Mu« Infommanan
g [

On the Add Document page locate the document to be added by
clicking “Browse.” The file should be in Microsoft Word, PDF, Text,
Excel or HTML format and cannot exceed 200K in size.

Give the document a Title — this is what you will see in your Document
Manager. Be descriptive so you can differentiate between documents.

Click CONTINUE to upload the document.

Tips & Tricks

-r

Document Manager is a great way
to convey additional information to
your volunteers. Consider attaching
a map to your location, or a list of
upcoming orientation dates, or an
application so the volunteer can
begin filling out any paper work
before they meet with you.
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My Tools: Communicate

You can communicate with all volunteers who have already referred themselves to your organization using
this tool.

Email All Referrals

This tool allows you to email some or all of the volunteers who have already referred themselves to your
listings. This is different from the Greeting Manager which customizes the initial email sent to volunteers
who refer themselves to a listing.

Go to My Tools
Go to Communicate
Click EMAIL ALL REFERRALS

Communicate

Email All Referrals

The From field will be the email address for the administrator

currently logged in. B e
.‘.-E._ﬁ““_.“ e [

The To box automatically populates all the email addresses Ing———

for anyone who has referred themselves to any listing for your = 8

organization. Add or remove addresses as necessary. %—“

The Bec box allows you to send a copy of the email to the
opportunity contact.

Use the Subject line and Message box as you would on a
regular email. You may also want to use the CHECK SPELLING
tool.

To cancel the email click CANCEL. To send, click PREVIEW.

From the Preview page click SEND EMAIL to send, or EDIT to make changes.
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My Tools: Manage Administrator

These tools allow you to easily manage and contact account administrators. You can also update your
personal account information here.

Who are account administrators?

VolunteerMatch offers two levels of access to your organization’s account. Administrators have full access to
the account, and can log in and create opportunity listings, edit organization details, and add or remove other
administrators. Listing Contact is the other access level. More information on Listing Contacts may be found
on page 32.

A registered organization can have more than one administrator managing the account. Administrators
receive the emailed monthly reports and receive email notifications when an administrator is added or
removed from the account. All administrators have their own username and password. To add administrators
to your account, please follow the steps in the Add Administrator section on page 30.

Manage Administrators

This page allows you to quickly see all of your current administrators and their email addresses. You can
send an email to a single administrator by clicking on the envelope icon next to their email address.

Go to My Tools. Manage Administrators
Go to Manage Administrators Manage Administrators | Add Mew Administrator | Email Al

Administratars | Edit Personal Profile

Click MANAGE ADMINISTRATORS

You may also remove an administrator from your account from this page. To do so, click on REMOVE and
confirm that you want to remove this administrator.

If the administrator you want to remove is currently wiwin

Volunteeriatch
the Opportunity Contact for any listings the listings e el e Ty
will appear on the Remove Administrator page. Use 0
the drop down menu to select a new Opportunity m‘::._,;'.‘..".".:_:.- i e
Contact for each listing. i et

Once you have reassigned the listings, confirm that
you want to remove the administrator from the - = [
account by clicking YES. i : R

Are you sure you want to rernove Joyce Hanstrom-Parlin fror the administrators of RSWP Tarrant County?

Yes
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Add New Administrator

To add a new administrator to your account
Go to My Tools

Go to Manage Administrators

Click on ADD NEW ADMINISTRATOR

Manage Administrators

Manane Adrninistrators | Add New Adrministrator | Ernail All
Adrministrators | Edit Personal Profile

If the administrator you would like to add already has a
VolunteerMatch account enter their username or email address into
the box on the Add an Administrator page then click ADD
ADMINISTRATOR.

Add an Administrator

Please complete the requred feids below

W you ars adding an administrator that alveady exists in our system, please enter fhe existing administrator's psemame and
click on the ‘Add Administratar button

Existing Usamams Or
Email

Audd Administrator

If the new administrator does not have a VolunteerMatch account fill in
the appropriate contact information, create and confirm a password,
and then click CONTINUE. You will receive confirmation that the new
administrator has been added.

When you add a new administrator an email is sent to the new
administrator requesting email address verification. The new
administrator will need to open the email and click on a link.
VolunteerMatch includes this step because all referrals sent by vol-
unteers will go to this address and the system must confirm that the
address is valid.

Note: If this administrator is the Opportunity Contact for any listings
those listings will not become active until the email address is verified.

.
s irw wing o raw sbmmrdinie, il B o Sabds boim s chch S Sbond o

Frst nars
Lartusms
[
Frane
savint
aagran 2

Tips & Tricks
-~

Set up an administrator account
using an organization email address
rather than an address tied to a
single person, for example:
info@organization.org. That way if an
administrator leaves the organization
you can quickly reassign your listings
to an active email account to receive
referrals.
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Email All Administrators

To email most or all of the account administrators at one time
Go to My Tools

Go to Manage Administrators

Click EMAIL ALL ADMINISTRATORS

The From field will be the email address for the administrator
currently logged in.

The To box automatically populates with the email addresses
for all the account administrators. Add or remove addresses
as necessary.

The Becc box allows you to send a copy of the email to the
opportunity contact.

Use the Subject line and Message box as you would on a
regular email. You may also want to use the
CHECK SPELLING tool.

To cancel the email click CANCEL. To send, click PREVIEW.
From the Preview page click SEND EMAIL to send, or EDIT
to make changes.

Edit Personal Profile

To manage or edit your personal account profile
Go to My Tools

Go to Manage Administrators

Click EDIT PERSONAL PROFILE

Use this page to update your contact information and email address,
or to set a new password. You can also manage your VolunteerMatch

newsletter subscriptions from this page.

VolunteerMatch sends out two different e-newsletters each month, one
for nonprofit administrators, and one for volunteers. You are welcome to
sign up for one or both of them on your profile. The nonprofit newslet-
ter offers the latest updates on VolunteerMatch, upcoming events and

recruiting tips.

When you are finished click CONTINUE to save your changes.
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My Tools: Manage Listing Contacts

These tools allow you to quickly manage and add new contacts to your VolunteerMatch account.

Who are listing contacts?

The contact person for a listing receives and manages a listing’s volunteer referrals. Contacts do not have
log in access to the organization account, and cannot post listings, but can be selected to receive volunteer
referrals via email. Contact level access is a good option for larger organizations with multiple active listings;
when one or two people managing a VolunteerMatch account can still direct referrals to different
departments or staff members.

Manage Contacts

I-,.,...,..m......“m..

To view or edit a contact’s profile, delete a contact,
email a single contact, or set the default contact
Go to My Tools

Go to Manage Listing Contacts —
Click on MANAGE CONTACTS e .

This page allows you to quickly see all of your cur-
rent contacts and their email addresses. You can
send an email to a single contact by clicking on the
envelope icon next to their email address.

J e

e L e i wmir s iene

. | ||-=r.n---u.'n-u:n |
Prumane Laweg |

|

Manage Contacts for RSVF Tarrant County
o o o

Deberah Evans-Young Managss 2 Cefall | o ) Dateta | Make Default
© Jathis Manas Imanst@aca org [ | Datail | Edy

Jyet HarsdarmePilin pnilin@scslc org [ Dtail | Edf | Dubebe | Make Dufull
Firistne Dankwarh wdankwor@sesicory (5] Datail | Edi) Defets | akn Detaut
Oppertunity Contact Opporunity Contact devarsyoung@eesic orp 5] Dbl | Edif | Dslebs | Make Detaud
« Diwfault Contact

You may also view the contact’s profile detail, edit their profile detail, delete them as a contact, or make them
as the default contact.

The default contact will be the Contact Name and email address that is populated into a new listing. The List-
ing Contact may be changed at any time, but setting a default contact may save time.

If the contact you want to delete is currently the Opportunity Contact for any listings the listings will appear

on the Opportunity Manager page. Use the drop-down menu to select a new Opportunity Contact for each
listing.
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Once you have reassigned the listings confirm the new contacts by clicking SAVE CHANGES.

Eppettunity Manager 1 LITnngy tar Jopes HENRmEm-Srsn. [paTngIE L S dekd (=]
Veew Ml =
Oppneayii pesaber e Opneyfmtt b
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11, 00t LI = in
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Add New Contact
To add a new contact to your account
Go to My Tools Manage Listing Contacts
Go to Manage Listing Contacts Manage Contacts | Add Mew Contact
Click ADD NEW CONTACT

Enter in the appropriate contact information, and click SUBMIT. You will be asked to confirm the information
and click CONTINUE.

When you add a new contact an email will be sent to the address you R R R
provide requesting that the new contact verify their email address. The Fisthama
new contact will need to open the email and click on a link. e
VolunteerMatch includes this step because any referrals sent to volunteers | =™
will go to this address and the system must confirm that the address is S
valid. Aaise3
=
4318 ¢ Fagion -
. . N . 2P or Pastal Code
Note: If the new contact is the Opportunity Contact for any listings those G P B
listings will not become active until the email address is < Ragied s
verified. Gectl) (B
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My Tools: Manage Organization

VolunteerMatch provides each program or organization an
Organization Detail page. This page allows you to communicate
additional information about your organization, separate from your
volunteer opportunities, to prospective volunteers.

When your account was set up VolunteerMatch automatically
populated this page with basic information about your program or
organization. You will want to ensure that information is correct
and update it as needed.

Edit Organization Page

To access information about your organization
Go to My Tools.

Manage Organization

GO tO Manage Organlzatlon Edit | Preview | BE Add Organization Phaoto

Click EDIT

Confirm that all information is correct and that VolunteerMatch has
an EIN number for your organization. Much of this type of informa-
tion was not migrated from JASON and may not be complete for your
organization.

An EIN is a nine-digit number (00-0000000) assigned to individuals,
partnerships, corporations and other entities by the IRS. Your
organization’s EIN may be found on any forms filed with the IRS
(i.e. tax-exemption letter, Form 990).

VolunteerMatch uses the EIN to verify your organization’s tax
status, and if your organization is a 501(c)3 VolunteerMatch
automatically adds a Network for Good link to your Organization
page so you can collect donations from individuals on
VolunteerMatch.

On this page you can also opt out of reviews for your
organization. Ratings — a number of stars out of 5 — will still
show up on your Organization Detail Page, but you may choose
whether or not to allow volunteers to write a review of your
organization or program.

Enter or update any relevant information. Click CONTINUE to
save your changes.

Tips & Tricks

|
Consider this your opportunity to
“market” your organization. This is
the perfect place to post your mis-
sion and display more information
about your programs, the impact
you have in your community, and to
create a call to action for prospective
volunteers.
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Preview Organization Page

To quickly see what your Organization page looks like to
prospective volunteers

Go to My Tools

Go to Manage Organization

Click PREVIEW

Add Organization Photo

To add a photo and caption to your Organization page
Go to My Tools

Go to Manage Organization

Click ADD ORGANIZATION PHOTO
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This is very important - this photo tells the world what your
organization looks like.

You may then select one of the pictures in your Photo Manager

library to appear on your Organization Detail Page.

For instructions on how to add, delete or replace photos in
your Photo Manager library see page 23.

My Tools: Referrals & Reporting

Manage Organization
Edit | Preview | BS Add Organization Photo

Select an Organization Fhoto
Select b phats |0 e wih i iz stion ity Diaplay the dolindl Soption oo o8 18 serded

st e ptsc | Akl

— Mota— =

With VolunteerMatch’s referral and reporting tools you can monitor your volunteer referrals and pages, keep
track of your opportunities and the volunteers who have referred themselves, access volunteer contact infor-

mation and manage your program online.

The exporting feature allows you to download your opportunity and volunteer referral information from your

account to prepare reports or update a database.

Viewing and Exporting Referrals

To view, manage or export your volunteer referrals
Go to My Tools

Go to Referrals & Reporting

Click VIEW REFERRALS

To select and export referral information for one or all of your
listings:

Use the drop-down menus at the top of the Volunteer Refer-
rals page to select the opportunity (or All Opportunities)
Select the report time period.

Click GO to generate your results.

You may also use this page to contact one or all volunteers
who have referred themselves to a specific opportunity or
all referrals for all opportunities. You may limit or expand the
number of volunteer referrals per page by using the View
drop-down menu at the bottom of the page.

i
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You can send an email to a single volunteer by clicking on the
envelope icon next to their name. This will open your Outlook
account. If you do not use Outlook, copy and paste the email
address into a new email.

You may also view the original referral submitted by the volunteer by clicking VIEW
REFERRAL on the right side of the page.

Volunteer Referrals

View Referrals for | All Op

Choaose a repart farmat E

To export your volunteer information, make the appropriate selections from the drop down I-I
menus and click EXPORT. Follow the prompts from your operating system to either save the | ™ /1 :

information in a document or open the information in a new window on your screen. cans(E )
2. |Reding,
Cathy 4

3. |Rossi, Debra B ¢

e O 4 |Rassi,Dea B9

=8
——— o P

Ep

Vakzrtmar Rafareadn for A SVE Tammant € ownty for the Last 13 Ha=shy

rwe Ratwran e A4 Ot el e 12 e =] B

What are archived referrals?

On the Viewing and Exporting Referrals page you also have the option to archive referrals. An archived
referral will no longer show up in exports, and the volunteer’s email address will no longer show up when you
use the email referrals tool.

Use this tool to remove duplicate referrals or referrals from prospective volunteers that never actually
volunteered with your program or organization.

To archive a referral click the ARCHIVE check box on the right hand side of the page. Then click ARCHIVE
SELECTED REFERRALS.

Once you click ARCHIVE SELECTED REFERRALS you will be asked to confirm your selections. Click
ARCHIVE to continue, and CANCEL to halt the process.
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Viewing and Exporting Page Views

You can easily view and analyze the number of referrals and page views each of your listings has received by
accessing the Referral and Page View Report.

Go to My Tools
Go to Referrals & Reporting
Click REFERRAL AND PAGE VIEW REPORT

Referrals & Repeorting
Wiew Referrals | Referral and Page Wiew Report

What are Page Views?

Each time a prospective volunteer looks at one of your listings on VolunteerMatch'’s site it counts as a page
view. Page views to referral ratios can help you determine if your listing description is compelling volunteers
to take action — a great referral rate is 10%.

The Referral and Page View Report can show you how many page views and referrals each of your listings
has received.

Use the drop down menus at the top of the page to select which listings you would like to view.

Select how many you would like to see per page.

You can also export information on Active Listings to Microsoft Excel by clicking on the EXPORT ACTIVE
OPPS link.
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From this page you can navigate to the Manage Listing page for each or directly to the Edit Listing Content
page. Not sure how to use these pages? Check the Table of Contents.
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My Tools: Account Services

These tools allow you
to quickly see oo e o s e e
information about your |
Community Leader —_——
account, and Multi-ZIP | = =
purchases and I N | - _eee——
expiration dates. [t e =

e =)
You will not need to =

access the Community
Leader Subscription tool as this is handled and renewed by Senior
Corps.

If you do choose to use Multi-ZIP for some of your listings you can
keep track of Multi-ZIP listing expiration dates here.

My Tools: Promote Listings

This tool allows you to easily copy all of your VolunteerMatch listings
onto another website - like your organization’s website, or a
community networking page. If youare not able to update your
organization’s website, find the person in your organization that can.
It will be easy for them to do even if it does not make sense to you.

What does Site Syndicate mean?

To syndicate something is to publish it at the same time in several
different locations - like a syndicated column in a newspaper. Site
syndicate does something similar with listings on your websites. After
entering all of your listings into VolunteerMatch this tool allows you

to quickly republish them on other websites. Find your Website staff
member or volunteer to help you if you do not have access to the
content on your organization’s website.

Tips & Tricks

-y

A high ratio of referrals means that
prospective volunteers are interested
in your opportunity and want to help.
A low ratio may mean that you need
to do a better job expressing a call to
action and motivating volunteers to
get involved. For more information on
writing a high referring opportunity
see page 41.
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Site Syndicate

Go to My Tools. In the Promote Listings section click on
“Promote Listings” to access the Site Syndicate tool.

Blisags AT Fasaet Sty

I-...-.....-.u....-.-.

On the Site Syndicate page use Site Syndicate Controls to
turn Site Syndicate on or off

Use the Listing Controls section to determine how many of
your listings will be republished - all, 5, 10 — and how they
will be sorted - title (A-Z), start date, most recent. Also select
what additional information will be included — Dates, Location, Description, Demographics — by checking or
un-checking the appropriate boxes.

The Font Family and Size, and the Colors tools allow you to customize the look and style of your listings to
match the website on which they will be appearing.

The Messaging box will let you display a short message if your organization or program does not happen to
have any current active listings.
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Once you have made your selections and filled in the information in
the areas above Your Site Syndicate HTML provides you with the
necessary code to republish your listings. Simply copy and paste the
HTML code into your website template.

Integrating VolunteerMatch Into
Your VolunteerMatch Recruitment
Strategy

With just a few simple hints it is easy to efficiently and effectively
recruit volunteers on VolunteerMatch. Use the information below to
develop listings that attract volunteers to your organization.

Put Your Best Face Forward:
Design Opportunities for Online
Recruitment

You only get one chance to make a first impression. This is also true
when the first impression happens on VolunteerMatch. Prospective
volunteers are making assumptions about your organization and your
program based on how you present them on online. They can be
energized and motivated and excited to help based on what they
learn from your listings and your Organization Detail page, or they
may pass right over your listing without a second glance.

Building a Model for a Great Listing

VolunteerMatch used all of the data we have available from our
website to identify what goes into a great listing. We evaluated listings
from over 56,000 organizations, and looked at the ratio of page views
to referrals, evaluating how many people looked at a listing in relation
to how many of those people referred themselves by clicking | WANT
TO HELP!

What we learned was that there were some universal characteristics
and tangible qualities that these successful listings had in common,
but also some things that were not easily recreated by every

Tips & Tricks

-~ -
If you are not sure what text style or
color to use, a website or graphic
design staff person or volunteer may
be able to help you. Or make a best
guess based on your organization’s
website, or other information avail-
able. If it does not look right you can
always change it.

4



VolunteerMatch User’s Guide

organization. We looked at the 100 listings with the highest referral to page view ratio — all over 10%, which
means that for every ten page views these listings received at least one referral — as well as 100 listings with
no referrals to determine what each group had in common with each other and what was different about the
two groups. The guidelines below are based on what we learned.

Guidelines for Creating a Great Listing

Based on the research outlined above, listings which include the following elements could have a referral rate
of up to 10%.

e Use short succinct sentences. 95% of the successful listings had sentences that were short and to the
point but still descriptive. Deliver your message in as few words as possible. Get excited about your
organization and the opportunity and relay that to the volunteer in the most expedient way.

¢ Average about 100 words per listing. Individual paragraphs included no more than 3 sentences each.
The listings had an average of 5 total sentences. The successful listings were able to present all the
necessary information pertaining to the mission of their organization and the particular volunteer
opportunity.

e Accurate task description. 97% of the successful listings had a clear description of the volunteer
opportunity. Describe your opportunity in a positive way — get the volunteer excited about working with

you.

e Correct grammar. 92% of the successful listings used correct grammar.

e Correct spelling. 100% of the successful listings used correct spelling.

¢ Include only one opportunity per listing.

¢ Do not include your URL or company contact information in the posting. In order for us to be accurate
about your referral rate, the volunteer has to click | WANT TO HELP to get more information.

Finally, have someone else read through your opportunity before you post it. Make sure that you are clear
and have said exactly what you need to convey in as few words as possible. It is also a good idea to have
someone look over it for grammatical errors or misuse of words such as “they’re” or “their” that spell check
would not correct for you. Ask your reader whether they have any suggestions to make the posting more
interesting to a volunteer. Have fun with it! If you are excited about the opportunity it will show in your
writing.

Putting the Guidelines to Use: Practical Applications

Guidelines are great, but knowing what makes a great listing does not always tell you how to write a great
listing. The following sections help you apply the guidelines to current and future VolunteerMatch listings.

Make the Title Work for You - This is your hook. You need your title to stand out from other titles.
Make it compelling, fun and informative. For example, “Unlock the World — Teach a Child to Read” has much
more impact than “Volunteers Needed to Teach Reading.”

Keep it Brief — To get a volunteer’s attention ask for help in as few words as possible. Let the volunteer
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know the exact job they will perform without too much detail. Only include information that helps them
understand how they are making a difference.

Word it Simply and Make it Easy to Understand - What is your volunteer opportunity? Use terms
that your volunteers can relate to, and try saying it out loud first, and then writing it. Using industry jargon or
non-profit acronyms will create more questions than answers in the minds of your volunteers. They should
know what they will be asked to accomplish. Keep your sentences short and succinct.

Make an Impact - Describe how your organization makes an impact and be very clear about how your
volunteers play a role. Let people know how your community appreciates what you do.

Provide Direction and Support - Volunteers need to know that they will have direction and support
from you. Include key information to get a volunteer interested - training, location, equipment, etc. Encourage
them to contact you for additional information.

Make it Visually Appealing - A picture says a thousand words. Include some type of graphic — wheth-
er it is a picture, a map, etc. Make your posting warm and welcoming.

Remember to Edit - Listings with spelling and grammatical errors receive significantly fewer referrals. Al-
ways check for spelling and grammar. You should always have someone else proofread your posting. Ask for
their suggestions about how to make it short, simple and inviting.

View Your Posting as a Volunteer - Look at your posting as it appears on VolunteerMatch.org. Does
your title stand out in search results? Does it communicate clearly? Edit your posting if necessary.
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Resources

There are several resources available to help you make the most our of your VolunteerMatch account.

Contact VolunteerMatch’s Help Desk with questions about accessing your account, creating listings,
navigating the multi-zip tool, or other questions related to your account.
Email getinvolved_support@volunteermatch.org or call 415-241-6872.

Visit VolunteerMatch’s Learning Center at http://www.volunteermatch.org/nonprofits/learningcenter/ to
participate in trainings and discussions about volunteer management. The better you are as a volunteer
manager, the better off your organization will be.

Subscribe to the VolunteerMatch Nonprofit Newsletter if you are interested in receiving the latest news about
trends and upcoming events in the nonprofit world. All accounts include complimentary subscriptions to our
newsletters and a suite of tools to make recruiting volunteers easier than ever.

44




VolunteerMatch User’s Guide

Glossary of Terms and Phrases

Account Administrator

Activation Date
Active Listing
Archived Referrals

Expiration Date

Inactive Listing

Listing

Listing Contact

Opportunity

Opportunity Contact

Opportunity Date(s)

Page View
Post/Posting

Referral

Repost/Reposting

Virtual Opportunity

Person with full access to your organization’s account, including the ability to
create and post listings

The date a listing begins showing up in search results
A listing that shows up in VolunteerMatch search results
Referrals that no longer show up in reports or email tools in VolunteerMatch

The date a listing expires, and becomes Inactive, and no longer shows up in
VolunteerMatch search results

A listing saved in your VolunteerMatch account that does not show up in
search results

The electronic version and description of a volunteer opportunity on
VolunteerMatch

An individual with limited access to your organization’s account, only able to
receive referral emails for listings

The job or set of tasks a volunteer will do for your organization

The Account Administrator or Listing Contact who receives referral notices
for a listing

The date or date range of an opportunity — may be left blank for an ongoing
opportunity

A unique individual views a listing on VolunteerMatch
To create a listing and have it appear in VolunteerMatch search results

The profile of potential volunteers who have expressed interest in an
opportunity through VolunteerMatch

To move a listing back up to the top of search results

A volunteer opportunity does not require the volunteer to visit the
organization’s location

45



VolunteerMatch

Where volunteering begins.

717 California St., Second Floor
San Francisco, CA 94108

www.VolunteerMatch.org




	Structure Bookmarks
	VolunteerMatch User’s Guide


