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Go to www.volunteernow.co.uk 
Click on ‘Organisations’ in the top menu and select ‘Volunteer Management’ 
In the ‘account settings’ to the right hand side, click on ‘register now’

(if you’re not sure if your organisation is already registered, please contact Volunteer Now and we can check, this will help avoid duplications)

Complete all details in the registration form and submit.

You will be sent a verification email to activate your new account and this will take you in to the Be Collective side of our management platform to update your group details.
Once you have logged in…

A short tour of the Be Collective site will appear

Click on Profile
· agree to terms and conditions

· add your profile picture if you wish 

· update your cover pic

· Add any information you want to add about yourself, skills, experience etc – this information is shown on your personal Social Record which is private unless you choose to share it)

Update your group details – click on ‘manage my groups’ in the left hand column, and click ‘+Add New’
· Add information about your group

· Add your location

· Add the causes your group supports

· Enter your insurance details (any volunteer opportunities you advertise state whether you have insurance or not)
· Create an application form for your group (you can also create an application form when adding opportunities so you can skip this section if you wish)
· Upload your logo and page header 

Partnerships

You can request a Partnership with any group you wish – could they help promote your opportunity or maybe you have a similar interest, client group or set of values?  (To see who your group has a partnership with, click on ‘Partnerships’ in the top tool bar from your summary page)

If you registered your group through Volunteer Now’s website, the platform will have automatically requested partnership with Volunteer Now – this will allow you to easily share your volunteering opportunities to our website.

To request a new Partnership, sign in to your account as above, and click ‘manage’ under your group name.  Then type the name of the group in the very top search bar, select ‘groups’ and then click on the group you wish to partner with.  At the far right hand side, click the 3 dots and then click ‘request partnership’.  You’ll receive an email alert back when your partnership has been accepted.  

If at any time you get a bit lost on the site:

· clicking on ‘Dashboard’ in the left hand column will take you back to your own personal page

· clicking on ‘groups in the left hand column will show you the groups that you manage

Need help?  Contact Volunteer Now for more information!
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