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BY THE END OF THIS OVERVIEW, YOU WILL KNOW HOW T0:

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.

7.Create an event for your agency.

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

o.Find help and get your questions answered
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AGGESSING GET CONNEGTED AND
GREATING YOUR VOLUNTEER PROFILE

You must create a volunteer profile to create an agency
profile.

Y UNITEI] WAY




1.Go to United Way of West Florida’s (UWWTF) homepage at www.uwwf.org.

2.Click the orange ‘Volunteer’ button in the upper right-hand corner of the page.

) UNITED WAY WHO WE ARE WHAT WE DO GET INVOLVED FIND HELP
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HELP STARTS HERE

- B B I e




GREATING YOUR VOLUNTEER AGGOUNT

[& UNITED WAY OF WEST FLORIDA

GET CONNECTED

Get Involved, Become an Agent of Change.

VOLUNTEER NOW

Click here to register your organization.

LEARNING LABS

INFORMATION

—.._ New Agency Information ~—. New Volunteer Information
NEW AGEMCY | '

L f ) Click here to learn about the site and INFORMATION f ‘ ) New volunteer? Click here to learn
~—"  managing your profile. ~—"  about Get Connected!

NOTE: This step is only for new users.

1.Click the orange ‘Sign Up’ button near the top
right-hand corner.

2.Follow the prompts to complete the five
steps to create an account.



CREATING YOUR VOLUNTEER ACCOUNT...conT.

Become an Agency Fan

Create an Account Select Interests
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NAVIGATING YOUR
VOLUNTEER PROFILE




NAVIGATING THE DASHBOARD

[& UNITED WAY OF WEST FLORIDA

GET CUNNECTED e a1r.zt;i2i?hgeu(;eetrEc;nnected webpage.
2.Click the blue ‘Login’ button on the
upper right side of the page.

Get Involved, Become an Agent of Change.

VOLUNTEER NOW

Click here to register your organization.

LEARNING LABS

—.._ New Agency Information ~—. New Volunteer Information
NEW AGEMCY | '

':__ f __:' Click here to learn about the site and INFORMATION ‘ I,'I New volunteer? Click here to learn
~—"  managing your profile. ~—" about Get Connected!

INFORMATION




NAVIGATING THE DASHBOARD...cow

[* RETURN TO OUR WEBSITE

UNITED WAY OF WEST FLORIDA

& GET CONNECTED

Welcome back, Kari! Here's your volunteer snapshot for February 13, 2025 el ©
@ neeos HOURS BY INTEREST
0 Mo hours by interest found.
EVENTS
VOLUNTEER HOURS View your full Volunteer Resum
& AGENCIES o
$0.00 0 PY
[] LEARNING LABS
— IMPACT VALUE MEED RESPOMNSES
P newacency
INFORMATION 1
EVEMTS REVE'D AGEMCIES FANMED
@  NEWVOLUNTEER PS

What you can do in the
Dashboard:

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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VOLUMNTEER INCOME

SIGNING UP FOR NEEDS

121

UNITED WAY OF WEST FLORIDA

RETURN TO OUR WEBSITE & MY AGENCY

GET CONNECTED

& © MNeeds

Needs

Happenz On Feb 28, 2025

AmeriCorps MLK (Make-Up) Project

AmeriCorps Seniors RSVP [Retire

VIEW DETAILS

at Bright Bridge Ministries

d and Senior Val...

R

B CALEMDAR

SEARCH BY = Search Phrase & n = M

SORTBY  _SELECT SORTING -

2 3 > Last

Happens On Mar 22, 2025

Free local Fire Corps Training! March

Class!

Be Ready Alliance Coordinating for Emergencies

VIEW DETAILS
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Volunteers for Escambia Community

| Emergency Response Team (CERT)

Be Ready Alliance Coordinating for Emergencies

VIEW DETAILS

R

What does the ‘Needs’ tab do?

® Accesses a list of volunteer opportunities in your
area.
® Takes you to the opportunity when you click view

details.



SIGNING UP FOR NEEDS... conr.

t LIVE UN"

DASHBOARD

EVENTS

AGENCIES

LEARNING LABS

MEW AGENCY
INFORKMATION

MEW VOLUNTEER
INFORMATION

VOLUNTEER INCOME
TAX ASSISTANCE

STUFF THE BUS 2024

1 DAY OF CARING 2024
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UNITED WAY OF WEST FLORIDA

GET GONNECTED

A » Needs » Coat Distri on in Century with Anderson 5 u and Operation Warm

Coat Distribution in Century with Anderson
Subaru and Operation Warm

Happens On Feb 8, 2025 Sam-2pm

Description

United Way of West Florida is partnering with Anderson Subaru and Operation Warm to distribute winter coats

at the Pensacola State College Century Campus.

Volunteers are needed to assist in setting up the site and size and distribute coats for families that are

rE'L'EE'Jil]g one or more,

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

Additional Details
Is Family Friendhy
Is Not Outdoors

Is Wheelchair Accessible

X resronD % RESPOND AS TEAM

Volunteer Spots Remaining

64

Interests

Agency

United Way of West Florida

© FannED

(=

Here is what you'll see:

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

® QOptions for signing up to volunteer: “Respond”
button = individual volunteer. “Respond as
Team” button = group of volunteers.



SIGNING UP FOR NEEDS ... conr.
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UNITED WAY OF WEST FLORIDA

eds Coat Digtribution in Century with Andeérson Subaru and Operation Warm Need Response

Need Response

Need Information

Need Name: Coat Distribution in Century with Andersan Subaru and Operatian Warm
Meed Date: Happens On Feb B, 2025

Agency Mame: Uinited Way of West Florida

Your Name: Karen Dennis

Additional Velunteer Information

Response Motes

Response Questions

Signing up for a need as an individual volunteer:
- Two questions require answers before signing up:
© Emergency Contact name and number.
O Allergies the agency needs to know about.



SIGNING UP FOR NEEDS.. conr.

Signing up for a need as a team:

One person can sign up an entire team. That person will need to
do the following:

® Select ateam name.

® Add yourself.

® Add additional volunteers, including first name, last name,

email, emergency contact, and allergies.
® Select a “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

fMant guidance? Read how 1o create a team

LEADER FIRST NAME LAST MAME

Build Your Team

QUESTIONS

REMOVE




SIGNING UP FOR EVENTS

[#* RETURN TO OUR WEESITE

What is an Event?

UNITED WAY OF WEST FLORIDA

GET CONNECTED

&« & Eve
Events Search Phrase - =

LTERBY  _seiecrarLTER - v provides specific

about the program.

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

® When you click on an event, it
information
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Fensacola Chocolate and Cheese Fest ReadingPals: Volunteer Orientation (Feb. 18)
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SIGNING UP FOR EVENTS ... conr.
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DASHEOARD
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MEW AGEMNCY

INFORMATION

MNEW VOLUNTEER
INFORMATION

[** RETURN TO OUR WEBSITE £ MY AGENCY

UNITED WAY OF WEST FLORIDA

GET CONNECTED

- i Events ReadingPals: Volunteer Orientation (Feb. 18)
ReadingPals: Volunteer Orientation (Feb. 18)

Start Feb 18, 2025 12:00pm CT

End Feb 18, 2025 1:00pm CT

Description

Readykids! is a local nonprofit with the mission of Kindergarten readiness. A ReadingPal is a caring individual (18
years or older) who dedicates their time to mentor a Pre-K student once a week during a 45 minute mentoring
session. Our goal is to create a foundation for learning for students to be more successful once the child enters
kindergarten. During our 1 hour Volunteer Orientation, you will learn about our program and how to become a
ReadingPal in Escambia County.

Efd

YES MAYEBE

Agency

@

Readykids!

ReadyKids!

BECOME A FAN

DECLINE

R

E'b

Here is what you'll see:
® The event provides a description, date and
time, hosting agency, and contact person
® To RSVP, you click yes, maybe, or decline
in the top right-hand corner.



FINDING AGENGIES
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UNITED WAY OF WEST FLORIDA

GET CONNECTED

Agencies

[# RETURN TO OUR WEBSITE

AmeriCorps Seniors RSVP (Retired and Senior

Volunteer Program)

CALEMDAR

Aiss.

AMIkids Pensacola

Fan your favorites:

® You can search for specific nonprofit organizations
with the agency tab.
® Agencies can share who they are, what they do, where
they’re located, and a point of contact along with needs
and events.



@ UNITED WAY
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CREATING YOUR AGENGY PROFI



REGISTERING YOUR AGENGY

2 RETURN TO OUR WEBSITE - LOGIN

[& UNITED WAY OF WEST FLORIDA NOTE: Skip this step if your agency already has an account.

GET cuNNECTED  Go to the Get Connected homepage.

- Underneath the blue ‘Volunteer Now’ button, there is the

Get Involved, Become an Agent of Change.

option to register your organization.

LEARMING LABS

o New Agency Information New Volunteer Information

Mew volunteer? Click here to learn about Get Connected!

’ . HEW AGENCY o
| J¥ ) Click here to learn about the site and managing your G PR o | |

" profile.




REGISTERING YOUR AGENCY ... conr.

Required information:

Agency Name
Agency Manager Email

2 RETURN TO OUR WEBSITE - LOGIM HELP

[
o
I e Sign Up Your Agency ® |ocation
f mall wih nstrucions on how 0 manage ® (ontact Person/Title
o Pt ® Agency Email
® (auses
S weecr: N ® Phone
£ rensoc ——— ® Additional information that allows volunteers to know
il ooy i about your agency and its services.
ety Sam— To connect with your agency profile, use the same email
o — TR you used to create your volunteer profile.

Select a State
1 DAl OF CARIMNG 2023
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NAVIGATING YOUR AGENCY'S PROFILE

Becoming an Agency Manager:

® Only existing users with a Get Connected

VIEW EDIT MEEDS EVENTS STATS SCHEDULE TIME TRACKING STERLING VOLUNTEERS account can be an agency manager
CHECK-IN  CHECKED IN NOW ® Only agency managers can create needs,
events, edit, approve/decline hours.
Agency Logo Agency Managers
® An agency should have more than one

Upload your logo Enter Name or Email manager'

e e ® Afilled in star indicates the primary

REMOVE manager of the agency’s account.

® Primary managers can add or remove
agency managers.



NAVIGATING YOUR AGENGY'S PROFILE...cow

After you are assigned as an agency’s manager, you will UNITED WAY OF WES”'r.RIDA
have access to numerous Get Connected tools after GET CUN’ EETED
logging in. d N
® YOU Wi” |and on your perSOna| prOfile,S daSthard- Welcome bac uke! Here's your volunteer snapshot for March 4, 2024 CLOSE SNAPSHOT umm
. P y @ neeos HOURS BY INTEREST
[
Click the ‘My Agency’ button at the top of the page to — 0 .
FENT VOLUNTEER HOURS iew your fu olunteer Resume
access to your agency’s dashboard. o e
[  LEARNING LABS i???m P ’
P newace o
INFORKPTOMN
0 0
7 i

[ RETURN TO OUR WEBSITE 2 MY AGENCY E CALENDAR




NAVIGATING YOUR AGENGY'S PROFILE. conr.

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

Agency managers

Contact information

Links

Location

Photos

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

VIEW EDIT MEEDS EVENTS STATS

Agency Logo

@

e
ReadykKids!

Upload your logo

mage should be at least 150px by 1

UPLOAD LOGO REMOWVE

SCHEDULE TIME TRACKING STERLING VOLUNTEERS

Agency Managers

Enter Name or Email

LINDEMANN, kARl % [l CRAIG, KRISTY 3% X

B0px

CHECK-IN

CHECKED IN NOW




GREATING NEEDS

VIEW EDI VENTS STATS SCHEDULE TIME TRACKING

CHECK-IN CHY = W

Manage Needs

ACTIONS T & EXPORT RESPONSES  ofa EXPORT NEEDS ~ 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

D = NEED TITLE % PRIVACY = INITIATIVE % DATE %

Example Need _
915016 Public

Edit | Responses

=
I
=

STERLING VOLUNTEERS

ADD NEW NEED

TABLE FILTER 4

STATUS =

Happens On Mar 12, 2024 Active

Needs: volunteer opportunities

Where to go:
® Toto the toolbar of your agency

management section and click “Needs”.
® (Click “Add New Need” create an
opportunity.
® The next slide shows what to include
when creating a need.



GREATING NEEDS __com

Create Need
Title ™ Title
Description ™ ¥ O B o
= s LS == Ex= = |
Paragraph B 7 VY S|A~-HM~-|&F &2
Privacy @ Public Private
Initiative No Initiative

When creating a need, you will need to include:

- Title
» Description
‘Privacy (You can send links for private needs)

» Duration

- Capacity

‘Individual or Team Responses
- Hours

- Address

- Interests
‘Any additional information volunteers should

know to feel prepared for the need.



GREATING EVENTS

VIEW EDIT

MEEDS STATS SCHEDULE
CHECK-IN CHECKED IN NG
Manage Events
ACTIONS i {L_ EXPORT R5VPs E.r_ EXPORT EVENTS SHOW INACTIVE
D = EVENTTITLE 4% DATE %
Example Event
100076 Mar 6, 2024 - Mar 6, 2024

Edit | View

TIME TRACKING

UPDATED

Mar 5, 2024

il
-

STERLING VOLUNTEERS

ADD NEW EVENT

TABLE FILTER

STATUS =% RSVP

Active

4

F
-

nfa

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.

This option could be for a training session
or orientation of an agency.



GREATING EVENTS..cow

Create Event

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

Enable RSVPs? E

Description * 3 th | o | @~

Title

Description

Start/End Time

Event Contact

Event Location

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

Paragraph - B I U S A~ H- &£ £

All Day Event E

Start Date/Time ™ MM/DDYYYY

End Date/Time ™ MM/DD/YYYY




GOLLEGTING STATS FROM YOUR AGENGY PROFILE

In the Stats section, you can:

VIEW EDIT MEEDS EVENT] SCHEDULE TIME TRACKING STERLING VOLUNTEERS

® Track the number of responses and hours your agency

CHECK-IN CHECKED IN NOW .
receives.
responses [IECEEIINEEES ® You can select a date range for a specific time you may be
HIDE RESPONSES THAT HAVE HOURS DATE RANGE | 02/04/24 pa/0aras |OOk|ng for data.
VS Drap——  p——— ® You can also export responses and hours into an Excel
TABLE FILTER T SpreadSheet'

No responses matched your search criteria.

SHOWING 1 TO 0 OF 0 ENTRIES




LOOKING ATYOUR AGENGY'S SCHEDULE

Schedule In the Schedule section, you can:

S - ® View your posted needs or user responses in the
Schedule section.
 anuARY 2025 s ® You can also schedule a volunteer by selecting
S Men T W T M s ‘Schedule Volunteers’.
‘ 2 3 “ ® A need must be posted in order to do this.

SHIFTS USER RESPONSES TODAY EXPORT SCHEDULE VOLUNTEERS

CHOOSE NEW DATE <« Monday January 13, 2025 »

NEED/AGENCY START TIME END TIME RESPOMSES OPEN 5LOTS OPTIONS

Example Need &
Test Agency

Happens On Jan 13, 2025 1 200 EDIT NEED




GAPTURING AGGURATE VOLUNTEER HOURS

VIEW EDIT NEEDS EVENTS STATS SCHEDULE STERLING VOLUNTEERS

In the Time Tracking section, you can:

CHECK-IN CHECKED IN NOW

® Approve or deny volunteer hours
® Add hours for a volunteer.

Volunteer Hours

ACTIONS [ apPROVE X DENY

TABLE FLTER T ® A dropdown of your agency’s needs
DA WOLOMTERL A peLs S ove — will appear.
Er— ® Date and hours worked will
=y automatically populate when need

and volunteer are selected.

Hour Type Hour Details
@ Need Response * Date Worked ™ MM/DDYYYY
Need * Select a Need

Hours Worked * Example: 3.5




STERLING VOLUNTEERS

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

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




GHEGKING 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.

DIT NEEDS EVENTS STATS SCHEDULE TIME TRACKING

CHECKED IN NOW

fise select the need

Happens On Feb 28,

2025

Example Need

Test Agency

STERLING VOLUNTEERS

CHECK-IN KIOSK

[HECK-IN CHECKED IN NOW

Bulk Check-In for Example Need

nllenlln

EE23 Monday Jan 13, 2025 * 1 of unlimited slots
illec

01:00pm

L'\ 1 users currently
checked in

CHECK IN USERS

hpply User Group
oall”

NAME EMAIL MOBILE PHONE

CHECK IN USERS

Dennis, Karen karen.dennis@uwwf.org (850) 529-6991

TEAM

CHECKED IN

Yes




GHEGKING VOLUNTEERS OUT OF NEEDS

In the Checked In Now section, you can:

® View who is checked into your need.
® (Check volunteers out at the end of the need
or a specific time.

CHECK-IN

Checked In Now

[ ]
EEsd Monday Jan 13, 2025
A8 1 users currently checked in

TABLE FILTER 4

USER NEED START END CHECK-IN CHECK-OUT

Karen Example Jan 13, 2025 12:00 Jan 13, 2025 11:59 Jan 13, 2025 2:34 v
Dennis Need am pm pm




UNITED,WE CAN BUILD A BETTER

NEED HELP?



LEARMNING LABS

MNEW AGENCY
INFORMATION

MEW VOLUMTEER
INFORMATION

UNITED WAY OF WEST FLORIDA

GET CONNECTED

UNITED,WE GAN BUILD A BETTER

# > Agency Manager » Edit Agency

Readyl(idsi

How to Promote your Volunteer

Opportunities through Agency Manager

@ Click here to open Agency Manager's Toolbox

United

Way

VIDED GUIDE TO
THE VOLUNTEER
CHECK-IN KIOSK

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.

@ getconnected

Q, Search for articles...

All Collections » Agency Managers

L

Agency Managers

Resources for Agency Managers—Center

g By Brittany + 20 articles

Getting Started

Are You New? Start Here!
How to Register Your Agency on a Site

Training

1 article

General Resources

2 articles

& English ~




UWWEF hosts Learning Labs, 11:00am-12:00pm on the 3rd
Wednesday of each month in-person at the UWWEF office or
virtually via Microsoft Teams.

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

Contact Karen Dennis for questions or assistance at karen.dennis@uwwf.org or 850-912-8199.


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

