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BY THE END OF THIS OVERVIEW, YOU WILL KNOW HOW TO:

1.Access Get Connected online.

2.Create a volunteer profile.

3.Navigate your volunteer profile.

4 Register your agency account.

5.Navigate your agency’s profile.

6.Create a need for your agency.

/.Create an event for your agency.

8.Learn about other features in the Agency
Vlanagement Section.

9.Find help and get your questions answered.




A BETTER IO i~

ACCESSING GET CONNECTED AND
CREATING YOUR VOLUNTEER PROFILE

You must create a volunteer profile to create an agency profile.
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ACCESSING GET CONNECTED ONLINE

United Way
of West Florida

Join our newsletter! Sign up now

United Way
d of West Florida

1.Go to United Way of West Florida’s
(UWWF) homepage at www.uwwf.org.
2.Click the grey 'Volunteer button in the

upper right-hand corner of the page.

'2 100TH ANNIVERSARY

i
~
=




CREATING YOUR VOLUNTEER ACCOUNT

[& UNITED WAY OF WEST FLORIDA

GET CONNECTED

n ﬁ , Get Involved, Become an Agent of Change.
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Click here to register your organization. /f_:' i
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LEARNING LABS

—. New Age ncy Inform atlon . ~—~ New Volunteer Information
| x’l Click here to learn about the site and |l:”: pJ:,:J\'F;:J‘;q ':-.. ..-} New volunteer? Click here to learn
—  managing your profile. ~—" about Get Connected!

NOTE:

United
Way /

United Way
of West Florida

This step is only for new users.

1.Click the orange 'Sign Up’ button near the top

rg
2.Fo

nt-hand corner.

low the prompts to complete the five

steps 10 create an account.



CREATING YOUR VOLUNTEER ACCOUNT... CONT.

Create an Account

Select Interests
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Additional Questions

CONTINUE TO NEXT STEP
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A BETTER =o)L=

NAVIGATING YOUR PROFILE
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NAVIGATING THE DASHBOARD

United Way
of West Florida

[& UNITED WAY OF WEST FLORIDA

As a returning user . . .
1.Go to the Get Connected webpage.
2.Click the blue ‘Login’ button on the
upper right side of the page.

GET CONNECTED

, Get Involved, Become an Agent of Change.

VOLUNTEER NOW

Click here to register your organization.

_ e

LEARNING LABS

—. New Agency Information . ~—~ New Volunteer Information i
Ix’l Click here to learn about the site and e | @ ) Newvolunteer? Click here to learn VOLUNTEER

s s o o INFORMATION
—  managing your profile. — about Get Connected!




NAVIGATING THE DASHBOARD... CONT.

UNITED WAY OF WEST FLORIDA

GET CONNECTED

Welcome back, Julia! Here's your volunteer snapshot for March 1, 2024

MNEEDS

o

0 EDUCATION
EVENTS
VOLUNTEER HOURS FINAMCIAL STABILITY
) AGENCIES HEALTH
$0.00 0
[] LEARNING LABS
=l IMPACT VALUE D
RESPOMNSE
P newacency
INFORMATION
@  NEWVOLUNTEER e AGENCIE
INFORMATIOMN RSYP'D FANMED

HOURS BY INTEREST

View your full Volunteer Resume

Moty

\/

N

What you can do in the Dashboard:

United
Way /

United Way
of West Florida

 Track your volunteer hours and their impact value.
« Explore current volunteer needs and upcoming

events.

* |dentify favorite agencies and become a “fan.”

How the Dashboard is organized:

* Needs: list of volunteer opportunities.

« Events: community activities sponsored or
promoted by agencies - can often RSVP to attend.

« Agency: a nonprofit or school.
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SIGNING UP FOR NEEDS

United Way
of West Florida

What does the '‘Needs’' tab do?

[* RETURN TO OUR WEBSITE VoL = ( m CALENDAR

e Accesses a list of volunteer
opportunities in your area.

# > Needs

Needs SEARCH BY  Search Phrase & I o= w

SORTBY  _ SELECT SORTING - W FILTERBY - SELECT A FILTER — e

O sonces » Takes you to the opportunity when you
O e click view details.

1 2 3 > Last

_'? NEW AGENCY
NFORMATION

Multiple Shifts Available Multiple Shifts Available Multiple Shifts Available
$ VITA Tax Return $ VITA Greeter - PSC $ VITA Greeter - PSC Main
| | | |

@  NEWVOLUNTEER * _/ Preparer - PSC Milton T/ Milton \Y _/ VITA-Volunteer Income Tax As...
NFORMATION VITA - Volunteer Income Tax As.. VITA - Volunteer Income Tax As...

VIEW DETAILS = VIEW DETAILS = VIEW DETAILS

$ VOLUNTEER INCOME
TAX ASSISTANCE




SIGNING UP FOR NEEDS... CONT.
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DASHBOARD

EVENTS

AGENCIES

LEARNIMG LABS

NEW AGENCY
INFORMATION

NEW VOLUNTEER
INFORMATION

VOLUNTEER INCOME
TAX ASSISTANCE

RETIRED & SEMIOR
VOLUMTEER PROGRAM

# > Needs » Needing Help Trimming Azelea Bushes on School Campus

NEE‘ding HEIP Trimming AZEIea A RrRespoND i% RESPOND AS TEAM
Bushes on School Campus

flexible

Interests

Description

We are needing our thick azelea bushes trimmed/hedged with a chainsaw or power

trimmer that line our gate. Brush then needs to be either stacked or hauled off.

Our office is open from 6:45 AM - 2:45 PM, and the day and time is flexible for Agency
completing the job.

Additional Details

Is Family Friendly
Pea Ridge Elementary
Is Outdoors

BECOME A FAN
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Here is what you'll see:

» Each listing includes a description of the
need, hosting agency, location, and more.

 Options for signing up to volunteer:
o "Respond” button = individual
volunteer.
o "Respond as Team” button = group of
volunteers.
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SIGNING UP FOR NEEDS... CONT.

United Way
of West Florida

Need Response

Thank you for your interest in this need. Please fill out the information below and then click to submit your response. We'll reach out to you if necessary. Otherwise, you'll be
ready to volunteer

Need Information

y Signing up for a need as an individual volunteer:
. « TWO questions require answers before

Your Name: JU;Helton Sigﬂiﬂg Up:

o Emergency Contact name and number.
o Allergies the agency needs to know

’ about.

Additional Volunteer Information

Response Notes Response Notes

Response Questions

Q. Who is your emergency contact? What is their
phone number? *

Q. Do you have any allergies (food, bees,
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SIGNING UP FOR NEEDS... CONT.

United Way
of West Florida

Signing up for a need as a team: ]

One person can sign up an entire team. e s
That person will need to do the following. kel
 Select ateam name. | [ _—
* Add yourselr. e e s
 Add additional volunteers, including | i

first name, last name, email,
emergency contact, and allergies.

« Selecta "Team Lead” to be the point of
contact.

* Once everyone has been added, select
"Finish”.

*A volunteer does not need to have a profile to be signed up
for a need. Their profile is created once added to the team.



Moty

124 -YEARS - 2024 |
\\/-\.r/ United Way

—_— of West Florida

United
Way /

SIGNING UP FOR EVENTS

What is an Event?

UNITED WAY OF WEST FLORIDA

GET CONNECTED

Events SEARCH BY = Search Phrase = w

e The events tab is for various occasions
that are open to the public.

DASHBOARD

/ﬁ.

FILTERBY - SELECTAFILTER-- +

* When you click on an event, it provides
BE specific information about the program.

[] LEARNING LABS

° 21juL  12:00amcr i 128 12:00amcr & 09 mar  11:00am cT
j & MNEW AGENCY
INFORMATION . : . ; ;
Disaster Preparedness Jars of Love Peanut Butter Drive Spring Milton's Blackwater Food
Volunteer- Free Training! Danate to Fight Hunger! Now through Mar... Truck Festival
‘ NEW VOLUNTEER Do you want to help the community be pr...
INFORMATION
RSVP Lo MORE INFO : RSVP =

€ VOLUNTEER INCOME




SIGNING UP FOR EVENTS... CONT.

United Way
of West Florida

UNITED WAY OF WEST FLORIDA United Here is what you'll see:
GET cﬂNNECTED Way . * The event provides a description, date and

e time, hosting agency, and contact person

A DASHBOARD

& reeos RSVP Lunch & Learn - "Avoiding YES  MAYBE  DECUNE [
ldentity Theft in Our Digital

e « To RSVP, you click yes, maybe, or decline
in the top right-hand corner.

End Mar 11, 2024 1:00pm cT e

€)  AGENCIES

[] LEARNING LABS

AmeriCorps
1P nEwAGENCY Seriors
INFORMATION Description AmeriCorpsSeniors RSVP
(Retired and Senior Volunteer

: . The Retired and Senior Volunteer Program (RSVP) is Program)
@ v s partnering with the Maygarden Financial Literacy Center at
Rl the University of West Florida for March's Lunch and Learn © FANNED i

event. Elizabeth Rasnick from the UWF Center for Cyber
Security will present a workshop on "Avoiding Identity Theft
in Our Digital World."

s VOLUNTEER INCOME
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FINDING AGENCIES

UNITED WAY OF WEST FLORIDA United
OET CONNECTED

o NEEDS AgenCiES SEARCH BY Search Phrase

United Way
of West Florida

* You can search for specific nonprofit

SORTBY  —SELECT SORTING — * FILTERBY - SELECT AFILTER-- ™~

organizations with the agency tab.

2 revn : » Agencies can share who they are, what

i i i veios il AR they do, where they're located, and a
point of contact along with needs and
events.

AmariCorps T
Seriors

s VOLUNTEER INCOME
TAY ACSISTAMC
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CREATING YOUR AGENCY PROFILE



REGISTERING YOUR AGENCY

UNITED WAY OF WEST FLORIDA

n ﬁ , Get Involved, Become an Agent of Change. = _ :
] | 2 4 ¥y = ,f F 3
g N =Y
(o -""”
ick here to ister your organization /f:‘-&.l '-n‘l',
pf'-l',.?::- 4 .'.

LEARNING LABS

—, New Agency Information _ ~—. New Volunteer Information

" N . NEW AGENCY - \ .
|.,_ 1’ ) Click here to learn about the site and INFORMATION L ) New volunteer? Click here to learn
~—" managing your profile. ~—" about Get Connected!
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NOTE: Skip this step if your agency
already has an account.

G0 to the Get Connected
homepage.

» Underneath the blue "Volunteer
Now' button, there is the option to
register your organization.



REGISTERING YOUR AGENCY... CONT.
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DASHBOARD

MEEDS

EVENTS

LEARNING LABS

MEW AGENCY
INFORMATION

MEW VOLUNTEER
INFORMATION

WOLUNTEER INCOME
TAX ASSISTANCE

RETIRED & SENIOR
VOLUNTEER PROGRAM

DAY OF CARING 2023

STUFF THE BUS 2023

[+ RETURN TO QUR WEBSITE - LOGIN HELP -

Sign Up Your Agency

Once your request is reviewed, you will receive
an email with instructions on how to manage

your profile.

Looking for the Velunteer sign-up form? Click here.

Agency Name (Required)

Agency Manager Email (Required)
Address Line 1 (Required)
Address Line 2

City (Required)

Select a State

Zip Code (Required)

Moty
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Required information:
« Agency Name
« Agency Manager Email
* Location
« Contact Person/Title
« Agency Emalil
« Causes
* Phone
 Additional information that allows volunteers to
know about your agency and its services.

*To connect with your agency profile, use the same
email you used to create your volunteer profile.
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NAVIGATING YOUR AGENCY'S PROFILE

Becoming an Agency Manager.

Only existing users with a Get Connected

VIEW EDIT NEEDS EVENTS STATS SCHEDULE TIME TRACKING STERLING VOLUNTEERS
account can be an agency manager.
CHECK-IN CHECKED IN NOW
* Only agency managers can create needs,
Agency Logo Agency Managers y ag . y J .
events, edit, approve/decline hours.
Upload your logo Enter Name or Email

mage should be at least 180px by 180px

An agency should have more than one

manager.

A filled in star indicates the primary
manager of the agency's account.
o Primary managers can add or remove
agency managers.
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NAVIGATING YOUR AGENCY'S PROFILE... CONT.

 After you are assigned as an agency's manager, you will
have access to numerous Get Connected tools after

logging in.

X, Luke! Here's your volunteer snapshot for March 4, 2024

NEEDS HOURS BY INTEREST

o

* You will land on your personal profile’'s dashboard.

No hours by interest found.

Sk

EVENTS

& Acencies

 Click the ‘My Agency’ button at the top of the page to
access to your agency's dashboard.

NEW VOLUNTEER EVENTS
INFORMATION

[ RETURN TO OUR WEBSITE &2 MY AGENCY B CALENDAR

United
Way /

United Way
of West Florida

UNITED WAY OF WES1 Fi22P United

GET CONNECTED | way 852

View your full Volunteer Resume



NAVIGATING YOUR AGENCY'S PROFILE... CONT.

Your Agency's Profile
You can edit your agency’s profile by including
the following information:

Basic information

Agency managers

Contact information

|inks

_ocation

Photos

Not all information is required but fill out as
much as you can so volunteers can learn
about your agency.

United
Way /

United Way
of West Florida

VIE

CHEC

Agency Logo

EEDS EVENTS STATS

@K ED IN NOW

Upload your logo

mage should be at least 180px by 180px

UPLOAD LOGO REMOVE

SCHEDULE TIME TRACKING STERLING VOLUNTEERS

Agency Managers

Enter Name or Email

HELTON, JULIA % [ ZALEDONIS, MARY 3% X




CREATING NEEDS

VIEW EDI VENTS S5TATS SCHEDULE TIME TRACKING STERLING VOLUNTEERS
CHECK-IN K v

Manage Needs

ADD NEW NEED

ACTIONS i ifa_ EXPORT RESPOMNSES ifa_ EXPORT MEEDS SHOW INACTIVE SHOW EXPIRED

Active: Users can respond to this need

Pending: This need must be approved by a site admin before users can respond

Inactive: Users are unable to view or respond to this need

Expired: The expiration date on this need has passed, and users are no longer able to respond

TABLE FILTER 4

D = NEED TITLE = PRIVACY = INITIATIVE = DATE = STATUS %

Example Need
Edit | Responses | View

915016 Public Happens On Mar 12, 2024 Active

United

Way /

United Way
of West Florida

Needs: volunteer opportunities

Where to go:
« GO to the toolbar of your agency
management section and click “Needs”.
e Click ‘Add New Need to create an
opportunity.
* The next slide shows what to include
when creating a need.
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CREATING NEEDS... CONT.

Way /

United Way
—_— of West Florida

When creating a need, you will need to include:
« Title

Eeenieey » Description

« Privacy (You can send links for private
needs)

A °Jx > o] @-é e Duration

Paragaph | B 7 U S| A~ B~ £ R . Capaci’[y

 Individual or Team Responses

* Hours

« Address

* Interests

« Any additional information volunteers

nitiative NoIniiatve should know to feel prepared for the need.

Title ™ Title

Privacy * @ Public Private




CREATING EVENTS

VIEW EDIT MEEDS STATS SCHEDULE

CHECK-IN CHECKED IN NG

Manage Events

ACTIONS W & EXPORTRSVPs s EXPORTEVENTS — SHOW INACTIVE
D = EVENT TITLE = DATE =
Example Event
100076

Mar 6, 2024 - Mar 6, 2024
Edit | View

TIME TRACKING

UPDATED

Mar 5, 2024

e
-

STERLING VOLUNTEERS

ADD NEW EVENT

TABLE FILTER

STATUS = RSVP =+

Active n/a

United

Way /

United Way
of West Florida

Event: community activities

sponsored or promoted by agencies
-- can often RSVP to attend.

 Click on "Events” on the toolbar of your
agency management section.

 Click 'Add New Event’ to create an event.
o This option could be for a training
session or orientation of an agency.
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CREATING EVENTS... CONT.

United Way
of West Florida

Create Event

" When creating a need, you will need to
S— = include:
T g b o Title
S T P » Description
o Start/End Time
* Event Contact

« Event Location
Any additional information volunteers
should know to feel prepared for the need.

All Day Event E

Start Date/Time ™ MM/DDYYYY

End Date/Time ™ MM/DD/YYYY




COLLECTING STATS FROM
YOUR AGENCY PROFILE

VIEW EDIT NEEDS
CHECK-IN CHECKED IN NOW
RESPONSES HOURS

HIDE RESPONSES THAT HAVE HOURS

ACTIONS - ADD DEFAULT HOURS

USER =

EVENT] G CHEDULE TIME TRACKING STERLING VOLUNTEERS

MORE

EXPORT RESPOMSES

EMAIL =

DATE RANGE

NEED TITLE %

02/04/24

Mo responses matched your search criteria

SHOWING 1 TO 0 OF 0 ENTRIES

RESPONSE HOURS
DATE =

03/04/24

SHIFT BEGINS =%

TABLE FILTER 4

OPTIONS

Moty

.-—

\/

United Way
of West Florida

=

In the Stats section, you can:
« Track the number of responses and hours
your agency receives.
* You can select a date range for a specific
time you may be looking for data.
* You can also export responses and hours
into an Excel spreadsheet.

Way /



LOOKING AT YOUR
AGENCY'S SCHEDULE

VIEW EDIT MEEDS EVENTS STAT IME TRACKING STERLING VOLUNTEERS

CHECK-IN CHECKED IN NOW

Schedule

Hover over an item for more information. If viewing users, click a name to manage the associated need. If viewing shifts, click on a shift to open a page
for managing responses and viewing available volunteers. (Depending on how the site is configured, agency managers may not have access to this
feature. Agency managers who do have access can click here to learn more; site managers can click here).

 This shift is between 0% and 24% of capacity @ This shift is between 75% and 99% of
B FILTER ~ _SELECTAFILTER - ¥
L This shift is between 25% and 49% of capacity
capacity ® This shift is full
@ This shift is between 50% and 74% of @ This shift has an unlimited capacity
capacity

SHIFTS USER RESPONSES TODAY EXPORT SCHEDULE VOLUNTEERS

< MARCH 2024 >

sun Mon Tue Wed Thu Fri Sat

United

Way /

United Way
of West Florida

In the Schedule section, you can:

* View your posted needs or user responses in
the Schedule section.

 You can also schedule a volunteer by selecting
'Schedule Volunteers'.

o A need must be posted in order to do this.
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CAPTURING ACCURATE 7 i
VOLUNTEER HOURS i

United Way

In the Time Tracking section, you can:

W tor neos  evews st scncouc ll Tive toackiv [l STERUNG voLUNT » Approve or deny volunteer hours

» Add hours for a volunteer.

Volunteer Hours o A dI’OdeWﬂ of your agency’s needs will
TR - appear.

o Date and hours worked will automatically
populate when need and volunteer are
selected.

Hour Type Hour Details

Hours Worked * Example: 3.5




STERLING VOLUNTEERS

* |f your agency requires volunteers
to complete background checks,
there is a way to complete them
through Sterling Volunteers.

United
Way /

United Way
of West Florida

VIEW EDIT NMEEDS EVENTS STATS SCHEDULE TIME TRACKING STERLING VOLUNTEERS

CHECK-IN CHECKED IN NOW

Sterling Volunteers

Register with Galaxy's partner Sterling Volunteers to have the ability to add "Background Check" as a requirement to any need
you create within Get Connected. Click here to register




CHECKING VOLUNTEERS
INTO NEEDS

There are three options for checking volunteers
in and out to record their service hours:

1.Volunteer Check-In
a. Volunteers receive an email the morning
of their project and check themselves in
2.Agency Check-in: Kiosk
a. Have a computer or tablet at the project
for a quick check-in and out.
3.Agency Check-in: List
a. View who has signed up for a need and
check them in through a list.

United
Way /

United Way
of West Florida

(m)

DIT MEEDS EVENTS STATS

Q CHECKED IN NOW

Please select the need

Happens On Mar 12
2024
Example Need
Test

SCHEDULE

TIME TRACKING

STERLING VOLUMTEERS

CHECK-IN KIOSK




CHECKING VOLUNTEERS
OUT OF NEEDS

United
Way /

United Way
of West Florida

STATS SCHEDULE TIME TRACKING STERLING VOLUNTEERS

In the Checked In Now section, you can: Checked In Now
» View who is checked into your need. T

A8 1 users currently checked in

e Check volunteers out at the end of E—
the need or a specific time.

Julia Example Mar 12, 2024 12:00 Mar 12, 2024 11:59 Mar 5, 2024 2:07 hd
Helton Meed am pm pm




UNITED, WE CAN BUILD
A BETTER

NEED HELP?
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UNITED, WE CAN BUILD =
A BETTER

Go to the Get Connected homepage:
 Click the the Help’ button in the top right corner.
 Click a section, topic and/or key word for specific
answers.

.--

United
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UNITED WAY OF WEST FLORIDA

GET CONNECTED

Welcome back, Julia! Here's your volunteer snapshot for March 5, 2024 CLOSE SNAPSHOT L.

[‘mm&

HOURS BY INTEREST

=
m
m
o
w

0 EDUCATION i
s
FIMANCIAL STABILITY 0
0 Knowledge Base for Center Home Knowledge base Forums Submit aticket  Login | Signup
&£ acencies HEALTH 0
$0.00 0 View your full Volunteer Resume
LEARNING LABS B
- MPACT VALUE MEEL

1‘. NEW AGENCY

INFORMATION

Hi, how can we help you?

‘ MEW VOLUMTEER EVENTS AGEMCIES Ent e sea te ere....
EVENTS i drnc -
e : % . B nterthe s cn

Browse articles Mo the. Submit a ticket
community

y '_ Explore How-Tao's and D @ Describe your issue by

'Q p Ogp Setup your suppart i
=i learn best practices 533 ptl poplsts & wilh D filling up the support

from our knowledge. .. f ticket form
wseful solutions, and. ..

Knowledge base

View all articles
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UNITED, WE CAN BUILD =y
A BETTER =

UWWEF hosts Learning Labs, 11:30am-12:30pm, in-person
at the UWWEF office or virtually via Microsoft Teams.

You can sign up for Learning Labs on Get Connected or
UWWEF's website.

Contact Julia Helton for questions or assistance at julia.helton@uwwf.org or 850-912-8177.


https://uwwf.galaxydigital.com/event/?q=&agency_id=86256&dateOn=&cat_id=&s=1&cat_id=
https://www.uwwf.org/learninglabs
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