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The Volunteer Center of Ozaukee County  

Non-profit User Manual 

 

We are excited to introduce our new webpage.  This website was designed to make it easier for you to update 
your volunteer opportunities and have people start volunteering in your agency today. 
 
How to Login 
Your login information was reset and sent to you via email.  If you have questions call the Volunteer Center at 
262-377-1616 or email vcozaukee@yahoo.com .   From the homepage, you may login in either of the two 
areas indicated below.   
 

 

For new users, please select the “Create Account” button under ‘For Organizations’ and follow the on screen 

instructions. 
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After you login, you will be directed to the welcome screen, as shown below.  You will be able reset your user 
name and password in “Manage Your Account.” 
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Updating Account Information 

In order to update information that volunteers see about your organization, or  change your password,  select 

“Manage your Account” from the Welcome screen.  On the next screen, be sure to scroll down through all of 

the options (more than shown below) and select “Save” after you make your changes. 
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Updating Existing Opportunities  

To make changes to an existing opportunity, select “Manage Opportunities” from the Welcome Screen. The 

next screen will open. 

 

The next screen will open itemizing all of your current opportunities.  Select “Edit” for the opportunity which 

you would like to update.   

 

 

Then view how the opportunity as it appears to volunteers by clicking on the title of the opportunity in your 
agencies list.   
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Adding New Opportunities 

To enter a new opportunity on the website, select “Manage Opportunities” from the Welcome Screen. The 

next screen will open.  Then, select “Create New Opportunity” 

 

After you have entered the opportunity information, you will receive a confirmation email stating the 

opportunity has been sent to The Volunteer Center.   A follow-up email will be sent once the opportunity has 

been posted to the website. 

Viewing Volunteer Information 

With the new site, it is easier than ever to view the contact information of your volunteers.   Simply select 

“Volunteer Report” from the Welcome Screen.  Enter the date range that you wish to view and select generate 

report.  You will be given the option to download the results into a pdf or excel spreadsheet.  (Please note, 

volunteers who signed up through the previous site will not appear on this report, please contact Volunteer 

Center if you need access to these records). 

 


