
Post & Manage
Volunteer 
Opportunities
Instruction Manual



Looking for volunteers? AARP wants to help.

AARP’s Create the Good offers free tools for sharing your volunteer opportunities 
with people, 50+ and otherwise, looking for ways to serve their community. 
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Create the Good

Only Create the Good community members may submit volunteer 
opportunities to the Create the Good database. But fear not, registration 
is free and AARP does not share your information with anyone. Follow 
the steps below to register for free.

Already registered with Create the Good? Wonderful! You can skip ahead 
to step 2 to learn how to create and submit a volunteer opportunity.

Registering for Create the Good membership

1.1 Visit CreateTheGood.org

1.2 Click the ‘Register’ button in the top right of the screen

Step 1:
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1.4 

1.5 

Log in if you have already registered with AARP.org or 
Create the Good

Register using the site

A green circle with a check mark appears if you’ve entered acceptable information.

Click the green ‘Register’ button and enter the information requested in the 
AARP.org registration form

If you have registered previously for AARP.org or Create the Good, enter your 
email address and password, click Log In and continue to step 2.

To create a new account, you can either register through this site by clicking the 
‘Register’ button, or use your social media account by clicking the social account 
icon you prefer to log in with. You can simply log in if you have previously 
registered with AARP.org or Create the Good.  

1.3 Choose to Log In, Register or Connect with Facebook 
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1.5.1

1.5.2

1.5.3

To ensure you’re a person (and not a robot seeking to fill 
inboxes with spam) you will need to type the jumbled letters 
into the box provided.

Just a bit of legal work to finish things up. Check the box 
under ‘User Agreement’ to accept AARP’s Terms and Service 
and Privacy Policy.

Click the green ‘Register’ button to complete the process.

Are the words illegible? It happens all the time. Click the circular arrows icon on top to get a 
new challenge. You can also click ‘Get an audio challenge’ and type the phrase you hear. 

A red box appears if something isn’t quite right. Instructions below the box will let 
you know what changes need to be made.

NOTE:

NOTE:
Look for an e-mail welcoming you to Create the Good. 
You will now be logged in upon your return to the Create the Good website. 
Continue to Step 2 to learn how to create and submit a volunteer opportunity.
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2.1

2.2

Click the ‘Post & Edit Opportunities’ tab at the top of 
CreateTheGood.org

Welcome to Create the Good’s Opportunity 
Management Dashboard!

NOTE:
Only logged in members may submit volunteer opportunities to Create the 
Good. Logged in members should see ‘My Profile | Log Out’ links in the top 
right of the homepage. 

Click the ‘Add Opportunity’ button to create your first opportunity

Already have opportunities? Skip to step 5 to learn about managing existing 
volunteer opportunities.

Now you are ready to create volunteer opportunities and submit 
them for consideration into Create the Good’s online database. 

Creating and submitting a volunteer opportunity

Step 2:
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Provide information about your opportunity2.3
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Opportunity Contact Information

Enter Opportunity Information

2.3.1

2.3.2

This is the contact information of the person coordinating efforts at the 
volunteer event — the person to whom prospective volunteers should 
direct questions. 

This information gives potential volunteers an idea of what to expect 
from their volunteer experience. 

Who is Sponsoring This Opportunity?: 
Select one of the four options presented. 

You must provide this individual’s name and one form of contact 
information (e-mail address or phone number)

Individual - Select this option if you are a member of Create 
the Good but do not have an existing relationship with AARP or other 
organization. 

Organization or Group - Select this option if you are submitting a 
volunteer opportunity on behalf of an organization.  This option 
applies to most nonprofit organizations, schools, churches and 
community groups.  If selected, you will also get the option to enter 
your organization’s name.

AARP - Select this option if you are an employee of AARP or are 
entering opportunities for one of AARP’s state offices

Mentor Up - Only select this option if you are entering an opportunity 
specifically for the AARP Foundation Mentor Up program.

NOTE:
Alert e-mails about your opportunity are sent to the e-mail address associated 
with the opportunity creator, not the e-mail address listed in this section.  
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Title of Opportunity: 
The title of your opportunity is the most powerful tool to attract 
volunteers so you’ll want to choose a title that gives prospective 
volunteers key information about the “what”, “where”, and “for 
whom” of the opportunity.

Relevant URL:
If more details about your opportunity or organization are available 
on a web page, specify the URL here. 

This is an optional field so it’s not a problem to leave it blank. 

Opportunity Description: 
This is the meat and potatoes of your volunteer listing. Here, you 
can provide all the details an individual would need to determine 
if your opportunity is a good fit. These details may include the 
following:

Some examples.

Not enough detail: Tutor Math

Too much detail: Tutor students at Gulfview Middle School in Naples, FL on 
multiple topics related to Algebra: variables and expressions, linear equations, 
ratios and proportions, absolute value, exponents and radicals.

Just Right: Algebra tutor needed for middle school students in Naples, FL.

•  What volunteers do at the event

•  Who they will be helping

•  Why it’s important

•  Where the opportunity occurs (e.g. outdoors)

•  What volunteers should bring, if anything

•  Whether volunteers will be working alone or with a group
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NOTE:

The first 50 words will display on the listings page, so make sure your key details are on 
top! To give you some context the sentence below is exactly 50 characters long.

Great volunteer opportunities are hard to find!

Duration: 
This field gives volunteers an understanding of the time commitment 
associated with your opportunity. Choose the option that best applies to 
your opportunity. 

•  Whether volunteers have to attend an orientation or sign any 

   waivers to participate

•  Whether there are any special requirements for participation  
   (e.g. must speak Spanish or must be able to lift heavy objects)

Skills, Categories & Interests2.3.3
In this section, you can identify any skills the volunteer might need to 
participate in your opportunity.  You can also identify the categories 
and interests that will help that perfect volunteer match find your 
opportunity.  You can select all options that apply.
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Location: 
Chose the option that best describes where a volunteer needs to 
physically be to participate in your opportunity.

Location, Date & Time2.3.4
This section captures the “where” & “when” of your opportunity. 

Local: Choose this option if a volunteer needs to be at a particular
location to participate

State-wide: This selection applies if the volunteer could participate at 
any number of locations throughout the selected state (e.g. a state-
wide food drive)

Virtual (online / by phone): Choose this option when a volunteer can 
participate from anywhere by Internet or phone

Opportunity Date & Time: 
Similar to the ‘Location’ section, this section collects information about 
when a volunteer needs to be at the location you just specified. Choose 
one of the following options...

Not Scheduled: This option applies if a volunteer can start your 
opportunity at any time that suits his or her schedule 

One-day: This option applies if your opportunity takes place during a 
specific time-span of the date given

Multi-day: Choose this option if your opportunity occurs over the 
course of multiple days (e.g. a week-long volunteering vacation)
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Submit your opportunity2.3.6
Click the ‘Submit’ button to send your opportunity to the Create the 
Good team for review and approval. 

Learn about Create the Good’s review and approval process in Step 3 ›

2.3.5 Event Registration 
Create the Good provides you tools not only for posting your opportunities, but 
also for collecting registration information from interested volunteers. 

•  Limit the number of registrations for your opportunity. If your opportunity   
   reaches the stated limit, volunteers will receive a friendly notification that  
   the opportunity is full 

•  Receive e-mail alerts when an individual registers for your opportunity

•  Receive an e-mail 24 hours prior to the start date of your opportunity 
   containing registrant names and the number of guests they plan on 
   bringing to the event (if any)

•  Registrants receive an e-mail confirmation listing relevant opportunity 
   details

•  Specify the maximum number of registrants

•  Read and agree to the terms & conditions

Answer ‘Yes’ to the question ‘Allow Online Event Registration?’ to 
unlock the following features:

After selecting ‘Yes’ you will need to do the following:
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Step 3:

Create the Good ensures its database houses quality volunteer 
opportunities by vetting each opportunity prior to publication. So rest 
assured, your opportunities are in good company!

The review and approval process takes 2 business days to complete. 
A confirmation e-mail is sent after the review to inform you of the 
determination. 

Under the Opportunity Management Dashboard, a rejection is not the 
end of the road for your opportunity. Skip to Step 5 to learn how to 
manage rejected opportunity submissions.

If approved, your opportunity will be added to Create the Good’s 
database. Go to Step 4 to learn more about publication and 
distribution. 

So what is the Create the Good team looking for when reviewing? 

•  Is the description of the opportunity clear and accurate?

•  Is it appropriate for the Create the Good audience?

•  Is the opportunity giving back to the community?

Review by the Create the Good team
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Create the Good Volunteering / AARP.org

Special AARP InitiativesAll for Good Distribution Partners

Step 4:

Congratulations! Your opportunities are now included in the Create the 
Good database and are available to visitors of the Create the Good site 
and beyond. Shown below are several of the outlets to which Create 
the Good sends your volunteer opportunities.

Publication and Distribution
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Step 5:

Well this is exciting! You have opportunities in the system and are on 
your way to forging connections with potential volunteers who want to 
serve their communities.

The Opportunity Management Dashboard provides tools to manage 
opportunities in four different categories — active, pending, inactive 
(a.k.a expired) and rejected. See details about each category below. 

The following actions are available for opportunities that are approved
and published.

Manage your opportunities
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Active Opportunities

Edit - Make a change to a live opportunity

5.1

5.1.1

The following actions are available for opportunities in this section.

When you edit an active opportunity it must be re-submitted for review. 
The older version of your opportunity remains published until the new 
version is approved. At that time, your updates are applied to the 
published version.

Clone - Make an exact copy of a published opportunity.5.1.2
This is a handy feature when creating a new opportunity that is 
identical to an existing opportunity save for a few details (e.g. date and 
location). Clicking the ‘Clone’ option will pre-populate all fields with the 
existing opportunity details. You just need to make your small changes 
and submit the opportunity for review. 

NOTE:
Clones are treated in the new system as completely new opportunities.

Cancel - Unpublish an opportunity from the database5.1.3
After you confirm your cancellation, it will take one business day for 
the opportunity to be removed from the public listings. Despite being 
unpublished, it will still be available for editing and re-submission via 
the ‘Inactive’ section of your dashboard.
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Pending Opportunities

Edit - Change a recently submitted opportunity

Clone - Make an exact copy of a recently submitted opportunity

5.2

5.2.1

5.2.2

Opportunities in the pending category await review by the Create the 
Good team. The following actions are available for pending opportunities.

When you save your changes, the clock will begin anew on the two 
business day review period. 

This action functions the same for both the ‘Active’ and ‘Pending’ 
opportunities. 
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Cancel - Remove your opportunity from consideration 

Inactive Opportunities

Rejected Opportunities

5.2.3

5.3

5.4

Canceling an opportunity in the ‘Pending’ state removes it from the 
system entirely. 

Once-active opportunities that have been cancelled or expired appear 
in the ‘Inactive’ state. Click the ‘Re-activate’ link next to an opportunity 
to make edits and re-submit the opportunity for consideration.

Opportunities that did not satisfy Create the Good’s vetting criteria 
appear in the ‘Rejected’ category. Even if your opportunity is rejected, it 
doesn’t mean this is the end of the road!

Click the ‘Re-activate’ link next to an opportunity to make edits and re-
submit it for consideration. 

Refer back to step 3 for more information about Create the Good’s 
opportunity vetting process. 

NOTE:
This is not the same result as when you cancel an ‘Active’ opportunity. 
‘Active’ opportunities are moved to the ‘Inactive’ section of the dashboard 
upon cancellation. 
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We hope this manual is helpful in your quest to find great 
volunteers. Should you have any feedback or questions please 
get in touch by sending an e-mail to CreateTheGood@aarp.org or 
calling us at 1-866-740-7719. 

E-mail your friends and colleagues about the free tools on Create 
the Good!

Connect with Us: 

Find us on Twitter: https://twitter.com/createthegood

Like us on Facebook:  https://www.facebook.com/createthegood

Some Closing Thoughts


