
Create a 301a Onboarding Task   
 

1. On the opportunity, click "Create Onboarding Task" tab. 

 
 

2. For an individual volunteer, select "Onboard as Individual Volunteer (301a)" for the Onboarding Task Name 
field. For a Group Leader, select "Onboard as a Group Leader (301a)." 

 
 

3. Type in a Secondary Title (optional). A secondary title helps to identify different tasks of the same type. 
• If you have two different volunteer positions and need two different "Onboard as Individual Volunteer 

(301a)" tasks, a secondary title can help you identify which is which. For example, if you have both invasive 
plant removal and garbage collection positions as a part of a weekend cleanup opportunity, you can enter 
"invasive plant removal" and "garbage collection" as the secondary title for each onboarding task. 

• Additionally, this will help volunteer and Volunteer Coordinators accurately record hours in time tracking. 
 

4. Select either the "Yes" or "No" checkbox under "Reimbursements Approved". 
• If "Yes" is selected, text will automatically generate in the Description of Service field indicating that 

specifics about the type and amount of reimbursements can be found in the attached description of 
service. 

 
5. Type in the "Volunteer Position/Group Project Title". Whatever is entered into this field will display in field 

25, "Volunteer Position/Group Project Title" on the 301a. 
 

6. For a Group Leader onboard task only, type in a "Group Name". For Individual Volunteer 301a onboard task, 
proceed to the next step. Whatever is entered into this field will display in field 2, "Group Name" on the 



301a and in the "Group Name" field on the 301b. 
 

7.  Click either the "Upload Files" or "Add Library Files" button to add the required Description of Service file to 
the task.  

 
 
8. If you need to add a Risk Assessment file, under the Risk Assessment side, click either the "Upload Files" or 

"Add Library Files" button to add the file to the task. 
 
9. Click "Create Onboarding Task".  

 
10. Scroll to the top of the page to confirm that the onboarding task is created and listed in the "Onboarding 

Task" section.  
 

  




