Instructions for Volunteers to Claim Their Profile in the lllinois
Extension Volunteer Gateway

Welcome to the lllinois Extension Volunteer Gateway! To get started, you'll need to claim your
profile and complete the setup of your user account. Follow these simple steps:

1. Check Your Email

e Open the Import Invite Email: Look for an email in your inbox from the lllinois Extension
Volunteer Gateway. The subject line may contain something like "Invitation to Set Up
Your Volunteer Profile."
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2. Complete Your User Account Setup

o Click the "Complete Extension User Account Set Up" Button: Inside the email, you’ll
find a button or link labeled "Complete Extension User Account Set Up" or similar. Click
this button to start the account setup process.

C 9 UNIVERSITY OF ILLINOIS URBANA:CHAMPAIGN

An lllinois Extension User Account was
created for you

A new Extension User account has been created for Ramona
Girtman by an Extension staff member. The new account is
associated with the email address girtmanramona@gmail.com. This
account will be used to access lllinois Extension services and
resources, including volunteer management and courses through
Learn @ lllinois Extension.

Visit the link below to complete setup of your new Extension User
account, including setting a password and providing vital
information to the Extension staff. This link can only be used once
and will expire. Please contact your county representative if you
have any questions or need assistance.

[ Complete Extension User Account Set Up ]

Thank you,

lllinois Extension



3. Fill Out the Required Information

o Complete the Setup Form: You will be directed to a form where you will set a password

and a signature PIN that will be used to sign digital agreements. Fill out the necessary
fields as prompted.

o Click "Save": After entering your information, click the "Save" button to save your
changes. This will finalize the setup of your user account.

Complete your Extension User
Account

New Password
Ensure your account is using a long, random password to
stay secure.

Confirm Password

Additional required fields for Extension Volunteers and
Applicants

The signature pin is used for signing agreements digitally. Please create a

Phene Number Phone Type

Agree to receive SMS Messages

Civil Rights

As part of our commitment to providing

Hone Selecte v
Ethnicity
Mone Selected v

4. Review Your Profile

¢ You Will Be Directed to the Log In Page: After saving, you will be redirected to the login
page.



e Log In: Enter your credentials to log in to your Extension User Account.
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Login

Email

Password

Forget your p

Remember me

Crestesccount

5. Review and Edit Your Profile Information

e Access Your Profile: Once logged in, you can view your profile information.

Make Necessary Updates: If needed, you can update details such as your address,
preferred email, or set up Two-Factor Authentication for added security.

No Immediate Actions Required: You don’t need to make any changes unless you want

to update your information.
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FAQ  Learn @ llinois Extension

Welcome back, Ramona

Log Out

Extension User Account

Jumpto

Profile Address Phone Password Civil Rights Two Factor Authentication Browser Sessions Archive Account
Profile Information
Update your account's profile information and email address. First Name Middle Name
Last Name
n Test
Email
Birth Date @ Language
1/27/1944 =] English ~
Address
ddress

Update your mailing address.




6. Log Out or Close the Page

o Click "Log out": If you're finished reviewing or editing your profile, click the "Log out"
button to safely exit your account.
e OrlJust X Out: You can also simply close the browser tab or window if you’re done.
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FAQ Learn @ Illinois Extension

Logout successful

‘You have been logged out. You are free to close the browser.
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NOTE: The Extension User account will be used to access your trainings at
https://learn.extension.illinois.edu. You will also use the login to access your Volunteer
Gateway information at https://extension.illinois.edu/my. From the Volunteer Gateway
profile, you will see documents that will need to be digitally signed immediately and on an
annual basis. Please bookmark this page Volunteer Gateway profile page.

Need Help?

If you encounter any issues or have questions about the process, please contact [Your Support
Contact Information].

Thank you for being a valued volunteer with Illinois Extension!


https://learn.extension.illinois.edu/
https://extension.illinois.edu/my

