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1. PURPOSE

This document provides guidance to organisations wishing to use the system in order
to advertise their volunteering or training opportunities.

It explains how the site works, how to register and add opportunities and how to
manage the information once it is loaded. An explanation of what happens at each
stage of the process is also given.

2. Main navigation

The menu options on the Home page (horizontally across the page below the images)
which are relevant to organisations are as follows:

Organisations T in this section you will find a Why Register? page plus a 6 Wh a't
Do We Of fpage fodall you need to know about Provide volunteering and the
website.

News 1 here you may read the latest articles concerning activity on the system . You
may submit articles for inclusion in this section by emailing the admin team  (see
Contact Us below)

About T self explanatory

Contact Us T this section provides  contact details for any queries/issues /requests for
articles to be added to the site

Please note that these navigation items are subject to change and can be amended
and changed at any point by the admin users. Therefore, it is likely that some of the
items listed here may not be visible at all times.

3. REGISTRATION

Please note re  gistration on thehub is FREE.

Onthe Home page, clickon the Register Here link to go to the regist  ration pages or
the Register heading along the top navigation bar . From here you will need to select

the Register as an organis ation link to get to the form which needs to be
completed to get yourself onto the system. Please note that links to the register

pages will be available from other links in the website pages also.

The register link takes you to the registration page whic h will lo ok something like the
following;
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news
26 September 2008
New website is live!
26 September 2008

Erovide Volunteering goes
REDINI

opportunity of the week

Community Action Day —
Southbank Mosaics

jic centre sre making
thibank

Blake, an English
4o be enlarged
Southbark M

You are here:

Organisation Registration

Please provide as much information as possible.

Please Note: Al field:

Your Organ

s marked * are mandatory.

isation

“Address:

Information about
your organisation

Which categories apply o your organisation:
[ Registered Charity [] Government

[ Education
[ Health

Location Category

Location

[J Tower Hamlets

[ Hackney

[ Barking and Dagennam
[ Bexley

[ Bromley

[ Croydon

[ Enfield

[ Hammersmith & Fulham
[ Harrow

[ Hillingdon

[ Islington

[ Kingston upon Thames
[ Lewisham

[ Redbridge

O southwark

[ waltham Forest

[J Westminster

Contact Details

“Contact Name: |:|
Contact Position: |:|
*Telephone No: |:|
Mobile No: |:|
Fato | |

Login Detai

Is

Password:

Other Information

Where did you hear about us? | < Please select > v

[ Please tick this box to indicate that you have read, understood and agreed to the

privacy statement

[ Please tick this box if you DO NOT wish to be contacted occasionally about events, news

and information abo

ut our services

[ voluntary Organisation

[ Newham

[ city of London

[ Barnet

[ Brent

[ camden

[ Ealing

[ Greenwich

[ Haringey

[ Havering

[ Hounslow

[ Kensington & Chelsea
[ Lambeth

[ Merton

[ Richmond upon Thames
[ sution

[ wandsworth

Complete as much information about your organisation as possible on

Points to note:

this page.

- If your organisation does not have a website, providing some details in the

o1

mfma t i

on

about

to understand what you do.

- 0 f

you

put

a websi

your

t e

or gani s tpaotentialdvoluinteexrs

i nk i

nt o

will automatically create a clickable link on the front of the website.
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- Please ensure the email address you provide is accurate as confirmation of
your registration will be sent by this method.

- If you tick the box at the foot of the page (saying that you DO NOT wish to be
contacted occasionally about events, news and information regarding our
services ) then we will not send you our newsletters.

Click on the 6éSaveb6 button at the bottom of the pag:¢
screen confirming your registration will appear:

NOTE: The text shown on your website may be differen t to the text shown here.

3.1 Confirmation

When you have completed the registration form, the admin team will receive your

details via email so that they are aware of your application. Within 24 hours of
registering on the site, you should receive a confi rmation email entited 6r egi st rati on
successfully.finished?

The email sent to you will confirm your use of the system and will contain the
following information;

Your login details (email and password)

Information on how to use the system

Information abo  ut policies which need to be accepted
Relevant contact details

To ensure that the volunteers who apply to use the system are placed on relevant

and appropriate opportunities, we will ask you to either accept our volunteering

policies or use the ones we pro vide you with  (these are available on our website by
clicking the link provided in the email ).
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