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How to Create Account When Sent Email Invitation (Organization)

1. When you are invited to join an organization by your email you will receive an email
in your Inbox entitled “Conservation Career Compass Invitation to join the
(insert organization name) team.”

Conservation Career Compass Invitation to join the Hawai‘i Conservation Alliance Foundation team inbox x a2 B

Hawai'i Conservation Alliance’s Conservation Career Compass no-r..@opportunities conservationcompass.org via mg climbhi or 8:45AM (O minutesage) ¢ @ €

/ CONSERVATION
| CAREER COMPASS

Aloha hccwep@gmail.com,

Icome to the Hawai'i Conservation Alliance’s Conservation Career Compass!

You were invited by Isabella Margerin to join the Hawai'i Conservation Alliance

2. Atthe bottom of this email there are two buttons to either “Accept” or “Decline”
the invitation. In this case we are going to click the “Accept” button.

Aloha hccwep@gmail.com,

Mahalo

Hawai'i Conservation Alliance’s Conservation Career Compass




3. Afteryou click the “Accept” button you will be taken to the Conservation Career
Compass registration page. This is where you will register to accept the project
invitation.

»

CONSERVATION
/| CAREER COMPASS

REGISTER

Please enter your email address and password o create your account

Must be at least 8 characters, 1 lowercase
character, 1 uppercase character, 1 number

4. On the registration page you will be asked to enter your First Name, Last Name, and
create an account password. The email that the invitation was sent to should
already be populated in the email field. After checking the “l agree to the following
agreements” button you will then click the “Register with email” button.

REGISTER

Please enter your email address and password to create your account

hcewep@gmail.com

Must be at least 8 characters, 1 lowercase
character, 1 uppercase character, 1 number

. | agree to the following agreements:

Register with Email

Have an account?




5. You will then be taken to the “Organization Dashboard” which should look
something like the image below. You will see all organizations that you can post

opportunities for in the top right of your screen. You are now registered and can
begin to post opportunities for your organization!
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Opportunities

Welcome

Welcome to Conservation Career Compass, a product of the Hawai'i Conservation Alliance. You are accessing this platform as an organization that would
ke to post opportunities

»

/ CONSERVATION
CAREER COMPASS

Conservation Career Compass serves as a tool for your organization to list conservation opportunities to reach a wider audience (i.e. jobs, volunteerships,

nternships, research opportunities, etc.). In addition to our opportunities database, there are also ample career resources at your disposal to provide to
employees or associates including career guidance blogs and Navigator Spotlight videos that highlight working professionals.

Some quick tips to get you started posting opportunities:
1. Opportunities must have a text description (under "Opportunity Details") to be visible on Compass.
Support
2. If you have an opportunity (such as a volunteer day or other event) that takes place on a specific day, you can input the date in the "Application Deadline’

field when creating the opportunity. Please try to have a set date deadline for opportunities. Sometimes positions are open till filled but otherwise having a set
deadline will ensure your opportunity does not get lost in the opportunity board.

3. If you have a flyer or additional documents you would like to attach to your opportunity you can add them after initially saving the opportunity under “Edit
Related Media

Mentorships ‘ ‘ Volunteering ‘ ‘ Full-Time Jobs

6. You can manage all opportunities you have created under “Opportunities” in the
same bar on the lefthand side of your screen.
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How to Upload Opportunity

1. Go to Organization Dashboard.

Hawaii Conservation Alliance Foundation v

Organization Dashboard

G Organ

Opportunities

@J Welcome to Conservation Career Compass, a product of the Hawai'i Conservation Alliance. You are accessing this platform as an organization that would
like to post opportunities.

v

Conservation Career Compass serves as a tool for your organization to list conservation opportunities to reach a wider audience (i.e. jobs, volunteerships,

g internships, research opportunities, etc.). In addition to our opportunities database, there are also ample career resources at your disposal to provide to ONSERVATION
PR employees or associates including career guidance blogs and Navigator Spotlight videos that highlight working professionals. | CAREER COMPASS
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2. If you have an opportunity (such as a volunteer day or other event) tr kes place on a specific day, you can input the date in the *Application Deadline
field when creating the opportunity. Please try to ne for opportunities. Sometimes positions are open till filled but otherwise having a set

deadline will ensure your opportunity does not get lost in the opportunity board.
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3. If you have a flyer or additional documents you would like to attach to your opportunity you can add them after initially saving the opportunity under "Edit
Related Media

Mentorships Volunteering Full-Time Jobs

2. You will see different opportunity types listed at bottom of page: Mentorships,
Volunteering, Full-Time Jobs, Fellowships, Part-Time Jobs, Internships, Events,
Trainings & Apprenticeships, and Research Needs. In this case we are going to select
“Full-Time Jobs” by clicking the “Manage existing 1 or Create New” button underneath.
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Mentorships Volunteering Full-Time Jobs

Manage existing 1 or Create New Manage existing 1 or Create New Manage existing 1 or Create New

Scholarships & Awards Fellowships Part-Time Jobs
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After selecting “Manage existing 1 or Create New” you will select the button in the top
right corner of the page that says “+ Full-Time Jobs”.
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4. This will take you to the “Create Opportunity” page where you will be able to fillin the
information for the opportunity you would like to post including opportunity type (in this
case Full-Time Jobs is already selected), additional title information (opportunity title),
opportunity details (i.e. position description), island (leave blank if statewide), and
application deadline (which can be left blank if no deadline). NOTE: If you have a
volunteer opportunity or event set on a specific date you can input the date in the
“Application Deadline” field. If you have reoccurring opportunities with dates, please
input them separately. OPPORTUNITIES MUST HAVE A TEXT DESCRIPTION
(OPPORTUNITY DETAILS) TO BE VISIBLE ON COMPASS.

7
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5. Onceyou have input all the necessary information for your opportunity, select “Save” at the
bottom of the page to save the opportunity and make the posting live.

7
Hawaii Conservation Allance Foundation ®

6. After clicking “Save” you should be taken to a page, like the one seen below, that shows the
finished opportunity listing. The opportunity is now live for your organization. If you would
like to upload any files in relation to the opportunity, you can upload those at the bottom of
the page under the “Edit Related Media” section. You can select the type of media you
want to upload, select files from your computer, and then save. If you need to edit the
opportunity in the future you can go to the “Dashboard” page again to see all opportunities.

7
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How to Invite User to Your Organization Team

1. From the “Organization Dashboard?”, click on the profile icon in the top right corner of the
page.
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Welcome to Conservation Career Compass, a product of the Hawai'i Conservation Alliance. You are accessing this platform as an organization that would
like to post opportunities

Conservation Career Compass serves as a tool for your organization to list conservation opportunities to reach a wider audience (i.e. jobs, volunteerships,
internships, research opportunities, etc.). In addition to our opportunities database, there are also ample career resources at your dispo: provide to CONSERVATION
employees or associates including career guidance blogs and Navigator Spotlight videos that highlight working professionals. CAREER COMPASS

Some quick tips to get you started posting opportunities:

1. Opportunities must have a text description (under "Opportunity Details”) to be visible on Compass.

2. If you have an opportunity (such as a volunteer day or other event) that takes place on a specific day, you can input the date in the "Application Deadline’
field when creating the opportunity. Please try to have a set date deadline for opportunities. Sometimes positions are open till filled but otherwise having a set
deadline will ensure your opportunity does not get lost in the opportunity board.

3. If you have a flyer or additional documents you would like to attach to your opportunity you can add them after initially saving the opportunity under "Edit
Related Media.

Mentorships Volunteering Full-Time Jobs

2. Click on “Organizational Account.”
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3. Once onthe “Organizational Account” page for your organization, click on “Manage Team
Members.”
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No Subscriptions

ot #3 Manage Team Members

) opportunity created as “Full-Time Jobs®
Opportunity Created by Isabelia Margerin for Hawati Conservation Aliance Foundat

)  Opportunity created as "Part: - Part-Time Jobs

)  Opportunity created as Full-Time Jobs® - Full-Time Jobs

y Created by Tara Meggett for Hawari Conservation Alliance Foundation

4. Onthe “Team Management” page for your organization, type in the email address for the
contact you want to add to your team under “Invite to Team.” Then press the “Invite to
Team” button on the right side of the page. You will be able to see pending invitations on
this page as well as have the ability to resend invites and revoke invites. You can also
remove people who have already been added to your organizations team on this page.

7
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Hawai‘i Conservation Alliance Foundation Team Management
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How to Edit Your Organization Profile

1. Onyour “Organization Dashboard” select “Profile” on the left handside of the webpage.
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Opportunities Welcome
Welcome to Conservation Career Compass, a product of the Hawai'i Conservation Alliance. You are accessing this
Requests platform as an organization that would like to post opportunities »
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wider audience (i.. jobs, volunteerships, internships, research opportunities, etc.). In addition to our opportunities
database, there are also ample career resources at your disposal to provide to employees or associates including
career guidance blogs and Navigator Spotlight videos that highlight working professionals

Profile

Account

®

Support
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General Inquiry

Create Full- Time Jobs

2. This will take you to the “Organization Profile Setup” page. On this page is your “Business
Profile.” In the top section you can edit your Organization Title and Organization Address.
You can also select what island you are located on. Please also select whether you are a
Mauka, Makai, or Maoli organization.

7
ation Alliance Foundation~ & .

oG,
e S
S Organization Profile Setup
Dashboard P =
(@  Business = Profile

Opportunities Business Profile

@&

Hawai'i C

Account

®

Support

elect all if applicable

General Inquiry Mauka

HI

Makal

Maoli
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Below this you can select what kind of organization you are: Natural Area Reserve, Park,
Program, Project Site, Refuge, or Other. Next select whether you are a Community Org.,

Federal, Non-Profit, Private, or State. You can then input a text description of your
organization.
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The Hawai'i Conservation Alliance Foundation is a 501C3 non-profit organization that serves as a backbone organization to support the collaborative work of the Hawai'i
? Conservation Alliance. The Alliance is a partnership of 27 different organizations and agencies that work to conserve and restore the biocultural resources of Hawai'i.
General Inquiry

The last part of your organization profile to input is organization contact information.
PLEASE ENSURE YOU INPUT A WEBSITE. There is also room to input your organization
email, phone number, Facebook URL, Twitter URL, Instagram URL, and Organization Size.

Once you have completed or finished updating your organization profile click the “Save”
button.
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ww.hawaiiconservation.org/foundation
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