
Create New Volunteer Opportunity:  Share Portal
1. Log in to Hands on Connect at mgvolunteers.osu.edu
Then click on “Return to Managing Opportunities” at the top right to access the Share Portal 

(you must be listed as “Partner/Staff in Salesforce to access this page) 

2.  From the Share Portal, click on “Volunteer Opportunities” along the left side of the page. This will 
bring up a list of all active volunteer opportunities in your county.  

3.  Click on “Create Volunteer Opportunity” at the top right of the page (dark gray box).

4.  Type in the name of your new Volunteer Opportunity.  It will not alert you if this name is being used 
for another project, so double check your volunteer opportunity names first to avoid any confusion.

http://mgvolunteers.osu.edu


5.  Indicate the schedule and registration type for your opportunity.  Ongoing projects that persist from 
year to year will be “Individually scheduled” and “Express Interest Only:  This type of project will not 
appear on the HOC calendar since it is not affilicated with a specific date.  A volunteer can sign up 
and log hours at any time.  

A project that is for a specific day(s) or time, or in which you have shifts should be set up as “Date 
and Time Specific” and “Sign Up” (Plant Sale).  This type project will appear on the HOC calendar.  
You can create different Occurrences, or dates, times, and shifts affliliated with this project in which 
people sign up for individually.  Once the date of the volunteer opportunity passes, it will no longer be 
accessible under “Search Projects” to sign up.  If a MGV shows up and volunteers without signing up 
first, they will have to log time by clicking “Add Hours Other”.  

See Instructions at top of next page.

For more information on volunteer opportunity types, please visit the HOC Knowledge Center:  https://
training.handsonconnect.org/m/71051/l/779881-volunteer-opportunity-types

5.  Description:  Type the project description in the space provided indicating what duties volunteers 
will be performing.
     Default Opportunity Coordinator:  Select who will take lead on this project. To appear in the    
dropdown menu, the person must be listed as Parter/Staff in HOC.  
     Location:  Indicate where the project will take place.  Only locations that have been added to 
Salesforce will appear in the dropdown menu.
     Primary Impact Area:  Select the primary impact area for your project.  For CE, please select    
“Engaged Ohioans.
     Minimum/Maximum Age:  Please leave as default
     Maximum Number of Attendance:  Indicate the maximum number of volunteers you need for a 
shift or the maximum room capacity.  If this is an ongoing opportunity, it is advisable to make the max-
imum number of attendance high (5000), as this number represents the total number of connections 
from the project’s inception.
     Suitable for Groups:  Leave as default
     Project Type:  Indicate if the project is for volunteer hour sor continuing education hours
     Auto Approve Connections:  check this box if you want all sign-ups to be automatically            
approved.  If you don’t tick the box, you will need to approve each volunteer who signs up.

6.  Click “Next”

https://training.handsonconnect.org/m/71051/l/779881-volunteer-opportunity-types 
https://training.handsonconnect.org/m/71051/l/779881-volunteer-opportunity-types 


7b. Date & Time Specific Opportunity:  Example.  We have a plant sale on May 15-16, 2022 from 9 
am-6 pm both days. We will have three shifts each day in which we only need 5 volunteers per shift (9 
am-12 pm, 12-3 pm, & 3-6 pm). 

Schedule Type:  Date & Time Specific
Registration Type:  Sign Up
Max Attendance:  5

7a.  Ongoing Opportunity:  Select Start and End Date for your Opportunity.  Select an end date 5-10 
years in the future so you don’t have to keep updating it. Click “Create” and your done.  You have 
created an new opportunity and it will appear in Salesfoce under “Volunteer Opportunities” for your 
county.  You can edit everyting except the schedule and registration type in Salesforce. As long as 
this is an active project with an active occurrence, it will appear in HOC for your volunteers.

8.  Since your opportunity is two consecutive days, select “Yes” it does occur on a regular schedule.  
Then enter the start and end time for your first time slot and indicate “Daily” recurrence type, “Every 
Day”.  Then select, “Create”. This will create the 9 am-12 pm shift for both days.



10.  Continue creating occurrences for the two days, selecting “Yes” this occurs on a regular schedule 
and the start and end date will be the same.  The start and end time will be for the second shift, also 
with a maximum of 5 volunteers each. Click “Save” then repeat steps 9 -10 to add your third shift.

9.  Scroll down to the bottom to see the Occurrences you’ve just created. Click “Add New               
Occurrence” at the bottom right to add additional shifts.

11.  When you are finished, your occurrences should look like this in the Share Portal:



In Salesforce, when you pull up the Volunteer Opportunity you just created, the occurrences will look 
like this:  

In Hands on Connect, the Occurrences will look like this under “Search Projects” 

If you click on the title of the opportunity, volunteers can sign up for 
a shift or shifts.  When a time slot is full, a waitlist will be created. 
You can access the connections (those who sign up) from the share 
portal or Salesforce.


