Opportunity Builder: User Guide e S <
Opportunity Builder allows you to suggest volunteer Whers volunisering beghn.
projects for your company’s VolunteerMatch website. Once approved

by a program administrator, your peers will be able to sign up to

participate in your suggested activity.

Suggest an opportunity: Special Events

1. On your Personal Volunteering Vigw Proiects | Groups You've Created | Propose an
page, click ‘Propose an Opportunity [|View Opportunities |'ve Propose =
Opportunity’ under ‘Special
Events.’

Contact "Molly Trezise" <molly.trezise@gmail.com>

2. Give your opportunity a title, Opportunity [Briday party Helper '

Title

3. Next to ‘Propose for’ select the ————>| Propose for Empioye entered opporunites 3
section of the site in which you Description s /Szation.. e
would like your opportunity posted e Ko Ao T = .

N-:.u.w Ym_'k Office Loca_tion v

4. Fill out the remainder of the form T —
including the description, location, -
date and time for the activity. Preview

5. Click ‘Preview’ to review your l
listing. To complete your entry,
click ‘Submit.” Your proposal will Submi
now be reviewed by a program ubmit
administrator.

. o Special Events

View the status of your listing: |~ _ .

1 . On your Personal Volunteerlng "-élew PrDI?ClS\L.GngDS You "I'E Gr]l?ateg | F’I’DDESE an
page’ CIiCk ‘VieW Opportunities I’ve i DDDI’lUI"IIl'ﬂ lew Opportunities I've Fropose
Proposed’ under ‘Employee/

Entered Opportunities’. Opportunity
Status
Birthday P Hel

2. In the ‘Status’ column you’ll see ?1?Caa¥cr::ya':e?.esra" Francisc "
whether your listing has been Proposed for Employee Entered Og| ¥¥ailing for Approval
approved, rejected or is still waiting
for approval.

3. If your listing has been rejected, you | status Action

can click ‘Edit’ to modify your
suggestion and resubmit it. You
can also edit listings that have not
yet been reviewed.

Rejected by Molly Trezise
On Jun 10, 2009 10:53 AM
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