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ORGANISATION REGISTRATION INFORMATION




1. Log on to the Community Skillsbank website www.nevictoria.skillsbank.come.au
2. Click on the ‘Organisation Logon’ link in the top right hand column of the Home Page

3. The following will appear; to register click on ‘APPLY’; if you have already registered then click on the ‘LOGON” link to access your details.
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4. In the appropriate boxes, key in you organisation title and your email address, then click on Register. You will be emailed a confirmation of your registration with an automatic password. This password can be changed anytime whilst you are on the registration page. Your user name is your email address.
5. Please ensure that you press ‘update’ frequently to save any changes. The update link is found at the top and bottom of your screen
6. The organisation registration details page will appear as the main page.

Your organisation number is automatically recorded at the top left hand side of the page. You need to record your login name (full email address) and password for later access. We recommend you change your password from the one that is automatically generated straight away so that you remember it.
Please note that you are not required to fill in all the information at your first contact session, but your insurance details are needed before volunteers can be referred to you. Other details can be completed later at your leisure.
The more information you provide, the better we will be able to match volunteers to required roles in your organisation.
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Remember to click the ‘update’ button after keying in your information and before logging out. If you do not click on update, you will lose all the information you have provided.

7. After entering information about your Organisation, register the Programs or Projects for which you have volunteer roles. At the bottom of the screen create a Program/Project name by typing it into the following field and clicking ‘update’ to save it.
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Click on Detail to access any specific program you have created. Enter details about the program/Project on this screen.


Note that the description with any extra notes is required by the Community Skillsbank Staff.

This information is not viewable by the public.
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9. To add a role for public viewing, you need to create a role name by typing it into the field at the bottom of the page under ‘role name’. Once this is entered, click ‘update’ to save it. Once the role is added, click on ‘detail’ to access and add information for public viewing about the role you have created.
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10. Enter all the relevant details about the role you have just created.
See below for an example.


[image: image8.png]Role Details : Assistant Chef

RO001637: Assistant Chef

Go To Program

Printable version

dlasses « sample « Community Skillsbank

=t updatad Mon, 01 Mar 2010 14:38:33

Assistant Chef

Select Role Type -

o

Advertise Till Date: (Required for public display)
Start Date:

End Date:

Time Commitment:

Police Check: - Work With Children: (- Health check (| Sutable for school
Required L Check Reauired L) required L work experience L

Postcodes relevant to this role.
(separate by semi colons ;)
Notes:




11. Enter details about the role under ‘Role description for Public Viewing’. This information will be viewable by prospective volunteers on the CSB website. Do not copy and paste information into this field, as it will not save.
Click ‘update’ to save what you have entered
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12. Click ‘Checkboxes’ to view and click skills in the format below. Add the relevant skills in order to match the volunteers. Click ‘update’ to save the changes.

See below..
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13. To add a skill level click on the skills with levels format, and choose from the drop down box, click ‘update’ to save changes. See below.
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Remember to click ‘update’ each time the details or area turns 

Please ensure that all relevant checkboxes and fields on the page are checked/filled in, otherwise the role will not display online.

Congratulations! .. The registration process is now over...

You will be contacted by a Community Skillsbank staff member to arrange a time to meet.

If you have any further questions feel free to call us on (03) 5723 1376

Thanks for registering with Community Skillsbank

Insert your Insurance details here





Enter the contact person and start/end date for the program in these fields





Enter a brief description about the program here and any notes for the CSB staff. Details entered here are not viewable to the public.





Type in a role name here to add a volunteer position for public viewing. Click ‘update’ to add/save.





Click on detail to add information about the role to be displayed on the CSB website for prospective volunteers.





Enter all the details about the role in the relevant fields. Always click ‘update’ frequently to save what you have entered.
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