[image: image1.jpg]


Greater London Volunteering

2012 Volunteering Legacy

2012 preparation opportunities – identifying and tagging on V-Base

Up to 70,000 volunteers will be recruited for the 2012 Olympic and Paralympic Games. Volunteer Centres can harness the enthusiasm of the Games by tagging opportunities that are relevant to 2012 in order to enable potential volunteers to carry out a role in their community now.

Step-by-step guide

1 
Creating the tag

· Log onto V-Base

· Click on the 'Administration' tab at the bottom of the screen

· Click on 'Lookups'

· Click on 'Specials that apply'

· In the blank box in the list, type '2012 PREP – Pre-Games Community Volunteering' then click the small 'Active' box to put in a tick

· Click 'Close'

· The tag has now been created and you won't need to repeat this process

2
Identifying your 2012 preparation opportunities

· Start by clicking on the 'Main' tab on the left of the screen 

· Click the 'Filter' symbol at top of screen and scroll down to click 'Query by Form' 

· Referring to the 2012 Preparation Opportunity Finder, pick one of the 2012 categories in the black boxes which you have yet to go through e.g. Driving

· Returning to your 'Query by Form' – click on your chosen category (either by area of interest or by type of activity or skill) so it turns blue.  Then click 'GO'

· You are now ready to consider tagging the opportunity

3
Tagging your 2012 preparation opportunities

· Working through the opportunities in your selected category, click the first one you haven’t tagged

· Click on the 'Other Info' tab to check if 2012 PREP is highlighted under the ‘Do any of these apply?’ list.

· If yes, the opportunity is already tagged so proceed to the next opportunity.

· If not, Click on the 'Desc/Directions' tab and compare the role description against the criteria in the 2012 Preparation Opportunity Finder
· If the opportunity is not suitable for tagging, go to the next one instead

· If the opportunity is suitable, click on the 'Other Info' tab 
· On the list ‘Do any of these apply’, click 2012 PREP – pre-games community volunteering to highlight it. Return to the opportunity description and copy and paste in the following text 'Prepare for 2012 – volunteer in your community now!'
· The opportunity is now fully tagged. You don’t need to save anything!
· Repeat step 3 to tag each suitable opportunity in the categories listed in the 2012 Preparation Opportunity Finder
Finding your 2012 preparation opportunities

· Click on 'Find Opportunity'

· Under the ‘By Special’ list click '2012 PREP – pre-games community volunteering'

· Click 'GO'

· You now will find all your Volunteer Centre’s 2012 preparation opportunities

Please ensure all your volunteers and staff members understand 2012 preparation volunteering
