
 

 

 

 

 

How To Guide for 

Creating and Editing an Organization Account 

 
Volunteer Center Instructions 

Below is a guide for new* organizations to use when creating and then editing their account through  

1-800-Volunteer.org.  Be sure to customize and verify all steps before distributing this guide (either via 

email or hard copy).  It is best to personalize it by adding your logo, special instructions and contact 

information.   

 

The instructions for completion of profile fields are based on the generic profile which includes: 

General Information Section (name, website, address, phone, mission, logo); Primary Contact 

Information (name, title, address, phone, email); Social Issues Addressed; and Populations Served.  If 

you have added any additional fields through the Data Fields section of your VC administrative area, 

you may need to add additional instruction for those fields. 

 

Instructions for migrated accounts.  For organizations that have been migrated to 1-800-Volunteer.org 

and already have User Names and Passwords, please delete the “Creating Your Account” section and 

begin with the “Logging in to Your Organization Account” section. 

 
* New organizations do not included migrated accounts from another system.   See the instructions for migrated accounts 

above for information on how to customize this guide. 

 

 



 

 

 

 

  

How To Guide for 

Creating and Editing an Organization Account 
 

Easy to Use instructions for creating an organization account on our volunteer recruitment and 

management website.  Once you have an approved account, you can post volunteer opportunities 

online and find volunteers to serve with your organization. 

 

Creating your account 

1. Go to www.shorecan.org and click on the 1-800-Volunteer Logo.  Click the Create Account 

link in the upper right hand corner of the screen. 

 

 

2. Click Sign-up under Organizations. 

3. Find our Volunteer Center by typing in your zip code and clicking Search. 

 

4. Select our Center by clicking the circle next to our name and click Continue at the bottom of 

the screen. 

5. Complete the form including mission statement and primary contact.  You will have an 

opportunity to add additional contacts once your account has been created.  NOTE: All fields 

marked with a * are required. 

6. Fill out the Populations Served and Social Issues Addressed.  These fields are important because 

volunteers commonly search for an opportunity by these categorizations.   You may choose as 

many as you would like by simply clicking the boxes next to the social issues or populations. 

 

 

http://www.shorecan.org/


 

 

 

 

 

 

7. When you have completed the form, click the Submit button at the bottom of the screen and 

a confirmation screen will appear. 

 
What Happens Next? 

Your request for an account will come to the ShoreCAN Volunteer Center.  After we review it, you will 

receive an e-mail with the status of your request.  Once approved, you’ll be able to post volunteer 

opportunities! Newly posted volunteer opportunities will go through a similar approval process. 

 

 

Logging in to your organization account 

1. Go to www.shorecan.org and click the 1-800-volunteer.org logo.  Click the Login link in the 

upper right hand corner of the screen. 

2. To access your profile and make any changes, enter the Username and Password you 

created or provided to you by the Volunteer Center. 

3. Click Login at the bottom of the form.  Continue with steps below. 

 

 

 

 

 

 

Viewing and Changing Your Profile 

1. On the main screen, Organization Home, after you login, click on Profile located under My 
Account in the left navigation column.   

 

 

2. Review your profile.  You can easily add to or edit each field by adding or retyping the 

information. 
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3. Fill out the Populations Served and Social Issues Addressed.  These fields are important because 

volunteers commonly search for an opportunity by these categorizations.   You may choose as 

many as you would like by simply clicking the boxes next to the social issues or populations. 

 

4. When finished making changes, click the Submit button at the bottom of the screen. 

5. You will receive a confirmation message that your profile changes have been saved. 

 

Questions? 

Please contact Jon Fitzsimmons at the ShoreCAN Volunteer Center with questions or for assistance.   

ShoreCAN Volunteer Center, 1324 Belmont Avenue, Suite 401, Salisbury, MD 21804 

www.shorecan.org  shorecan@cfes.org 

http://www.shorecan.org/
mailto:shorecan@cfes.org

