
 Instructions for Creating a Volunteer Listing 
Follow these instructions to create a volunteer listing.  
>>>BEFORE BEGINNING, TURN OFF THE “POP-UP BLOCKER” FEATURE IN YOUR BROWSER if this is active. (See instructions on page 4.) 

1. Go to http:///www.ujcnj.org/volunteer 

2. Click on “Create a Listing” 

3. Click on Community Directory. 

4. Click on the Affiliated Volunteer Listings tab. 

5. Click on Create New Volunteer Listing 

3 

4 

5 



Page 2 
 

6. Enter the name of the volunteer position. 

7. Affiliated Organization: The name of your 
organization appears here. If you represent more than 
one organization, you will see a pulldown menu. Make 
a selection. 

8. Enter the duration of your listing. 
Select from the pulldown menu (6a) and select from 
the pulldown menu. If you are listing a one-day 
opportunity, select “ongoing” and enter “1”. 

9. Enter the start and end date of your listing.  

10. Continue to complete the form. 
8a Age group is required.  
8b Select a category and a region (optional). 

11. Add keywords for users who are searching for a 
position by keyword. 
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12. Complete Contact Information. 
Check “Hide this…” if you do not wish your contact 
information to appear in the listing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Enter a description. 
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14. Accept the default setting “publish a listing” if you 
wish to make the listing live. 
Select “Save as Draft” if you do not wish to publish at 
this time. Only you will be able to see the listing. (You 
may wish to use this as an alternative to “preview” in 
step 15.) 

15. Click “save” or “preview.” 
Clicking save will exit this screen. 
Clicking “preview” will enable you to see your listing 
(pop-up blocker must be turned off). 

 

Disabling the pop-up blocker 
1. In Internet Explorer, go to Tools>Pop-up Blocker. 
2. Click on “turn off pop-up blocker”. 
3. In FireFox, go to Tools>Options. 
4. Click on the “content” tab; pop-up blocker should NOT be checked. 
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