SunCares Volunt
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Quick Reference Guide
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Volunteer Program

* Volunteerism has long been a part of how employees contribute to their communities. A variety of
tools and resources are available to support volunteerism, either as an individual or as part of a
team. Employees can create volunteer opportunities and invite their team-members to participate
and look for opportunities organized by Suncor and the Suncor Energy Foundation.
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Step 1: Sign into your SunCares account from inside the Suncor network

Go to SunCares on The Core and click
Access SuncCares’

First time login:

Select your sharing settings. This
information will be shared with the
organization you make a donation.

Read the “Ter ms
Policy” before
acknowledgment box.

Create a unique password
Submit to be directed to SunCares

of U
check
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Welcome to SunCares

A program to inspire Suncor employees and retirees to support their
communities and help us all work together to create energy for a better world.

Please fill out the form to get started

1. My Sharing Settings

‘When | make a donation, share the following information with the recipient cause(s):

O Postal/ZIP
O Name, Postal/ZIP
@ Name, Postal/ZIP and Email

O Name, Email and Address

This preference is a default setting that appiies to all causes to which you direct your gift

your account you can adjust this default setting and set your information sharin

cause

2. Accept Terms of Use and Privacy Policy

O 1 have reviewed and agree to the Terms of Use and
Privacy Policy as posted on the Site.

View Terms of Use
View Privacy Policy

3. Update Your Password

Password:

Password strength:

Confirm password:

Passwords match:

If you would like to update your password, please enter the new past

Submit

sword in both fields.
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Step 1: Sign into your SunCares account from inside the Suncor network

| CA$1,000.00 v Hi Stephanie | ~ (@) rep
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| | b e d I r e C t e d UPCOMING DONATIONS
g Credit Card/PayPal CA$0.00

To be processed on Fri, 01/27/2017

Future login:

* You Wi
where you can update your profile, explore

2017 PERSONAL PROGRESS

featured giving and volunteer opportunities ,

Total Volunteer Hours

and view your engagement history

Search

Make a Donation Volunteer What's New Quick Links ¥

My Dashboard
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Step 1: Sign into your SunCares account from outside the Suncor network

* Follow the link to the SunCares login page*
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« Enter your 8-digit employee ID number to
login. If your ID number is not 8-digits

please add the corresponding zeros at Log in to SunCares
the beg inni ng (1384 wou Id Please note, your username is your eight Veuillez noter que votre nom
digit employee ID. If needed, please add d'utilisateur est votre numéro
become OOOO 1384) . zeros before your number to make it eight d'employé a huit chiffres. Au besoin,
digits. veuillez ajouter des zéros avant votre
i i Examples: 00555555, 00055555 numéro pour qu'il soit composé de
« Click “Sign I n” huit chiffres

*You are now leaving The Core/www.suncor.com and being Forgot Password?
redirected to https://suncares.benevity.org. By continuing on to

https://suncares.benevity.org you hereby acknowledge that any S

collection, use or disclosure of your personal information

isgoverned by the Benevity, I nc. (ABenevityo) privacy
found at https://suncares.benevity.organd not Suncor6s policies.

Language

Suncor assumes no responsibility or liability in connection with
your interactions with Benevity and you hereby waive any claim
you may have against Suncor, its officers, directors, employees,
contract personnel, representatives, advisors and agents, and
the directors, officers, employees, contract personnel,
representatives, advisors and agents of Suncorés affi
respect to same. If you have any questions with respect to the

foregoing, please contact, sef@suncor.com
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English v

Exemples : 00555555, 00055555.

Click to Login Using Single Sign On

policy

i ates with
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https://suncares.benevity.org/
https://suncares.benevity.org/
https://suncares.benevity.org/
https://suncares.benevity.org/
mailto:sef@suncor.com

Step 2: Select “Volunteer”

« Along the main navigation tab, select
“Volunteer?”

ecoa: | CA$1,000.00 v Hi Stephanie | ~ (@) rep
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UPCOMING DONATIONS

" | Credit Card/PayPal CA3$0.00
. w‘ ‘ To be processed on Fri, 01/27/2017
2017 PERSONAL PROGRESS
Total Donations CA$0.00
Education Match Remaining CA$1,000.00
This Year's Donation Outlook CA$0.00
Total Volunteer Hours 0:00 hrs
My Dashboard Make a Donation Volunteer What's New Quick Links ¥ Search
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Step 3: On the secondary navigation bar select “Create a Volunteer Opportunity”

SUNCOR) o CA$1,000.00 ~ Hi Stephanie | ~ (@) relp
Volunteer What's New Quick Links Search

My Dashboard Make a Donation

Browse Volunteer Opportunities | ( Create a Volunteer Opportunity )|  Track Volunteer Time

Featured Volunteer Opportunities

Connect with the community through Volunteering
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Step 4: Basic Info

Hi Stephanie | - (@) Her

« Create an opportunity name to motivate SUNCOR ) K CA$1,000.00

1 My Dashboard Make a Donati Volunteer Quick Links ¥
people to flnd Out more Wiy Dashboar Make a Donation ick Linl
rowse Voluntesr Dpportunities Create a Voluntser Opporunity % Voluntear Time

* Provide a summary of your opportunity _
Create Volunteer Opportunity

describing what you are trying to

Use this page to Create and Share a Volunteer Opportunity in order to make it available to other participants in your Workplace Giving program.

Fields marked with an asterisk * are requirad.

accomplish and how

Form Navigation

Basic Info Opportunity Name: *
i 1 Breakfast Service Basic Info
* Provide some details about the =
Add Image
R . . Opportunity Summary: Add Hero Image
opportunity, including g0 v s o s o D i Cors

1n 100 characmers or kass, summariza this event
Date and Time

Contact Information

important and the impact participants will R TE

Sharing

be maklng. ;_u"lz;;;'_fﬂ;:c(.;ry‘;r;»‘f‘r‘i;‘ir'p:nsrrv S:i:n&é‘ln::em
) - o i Comment settings
" . [0 Enable Rich Text Visibility

- Select the Enabl e Ric

Lives Impacted: Subrmit
500

additional formatting options and the ability S ———————

to embed links or video content
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Step 5: Attach a Cause

If your event is intended to help out a
specific Cause, associate that charity with
your opportunity.

Select the country the organization resides
Use the search field to find the Cause, and
then click +Add next to the correct

organization. The Cause will appear on the

Volunteer Opportunity information page.

Attach Cause

Add Image

Add Hero Image

Location

Canada

Find a cause to attach to this opportunity:

No cause attached

the: drop in cenire

Search

CALGARY DROP-IN & REHAB
CENTRE S0CIETY
Caigary, Alberts, Canacs

THE DUGOUT DROP-IN CENTRE
SOCIETY
Wancouver, British Colurmiis, Canada

THE OGEMA SENIOR CITIZENS'
DEW-DROP-IN CEMTRE
Cigema, Saskichewan, Canada

THE THORHILD GOLDEN AGE
DROP IN CENTRE

Thorhild, Alberta, Canada

ROSE VALLEY DROP IN CENTRE
INC

Fase Valkey, Saskatchewan, Canacs

WYCHWOOD OPEN DOOR DROP-
IN CENTRE

Toronta, Crianic, Canada

YORKTON MENTAL HEALTH DROP-
IN CENTRE INC.

¥orkion, Saskatchewan, Canada

FERNIE WOMENS RESOURCE &
DROP IN CENTRE
Femie, British Columbia, Canada

Can't find what you're looking for?

Let Us Help you Find it

+Add

+Add

+Add

+Add

+Add

+Add

+Add

+Add

[J This opportunity has multiple locations

Location Name: *

Address: *

O This opportunity is remote or has no location

Search
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Add Image Opportunity Image:

Step 6: Add an Image or Hero Image

« A compelling image will help attract

attention to your Volunteer Opportunity.

e« Click “Browse”, select|] your i
the file guidelines provided on the page

and click “Upload”

« Crop your image by resizing or moving the

selection under Crop |larea”.

will display on the Volunteer Opportunity
page

Add Hero Image Opportunity Hero Image:

* Optionally, you can upload a hero image

as well. This will become the Volunteer

Opportunity banner image. Crop area:

10




Step 7: Add Location

11

The | ocation could be
headquarters, a local park or as simple as

“the office main | obby

Enter the address for the opportunity. Find
your location by including the full address,
along with the city, state, province etc. so
the system can find it on the interactive
map. This field will not accept an invalid

address.

If needed, you can add location notes (ex.
directions, meeting location, parking

instructions etc.)

If your opportunity is happening in more
than one location select the checkbox

“This opportunity has

t

 If you select this option, you will be able to

add additional locations for the event once

you “Submit?”

h e

charity’s

your opport

opportunity does not have a physical

location (ex. Bike to work day) select the
checkbox “Thi

Location

S

o

@® This opportunity has a location

pportuni

O This opportunity is remote or has no location

[ This opportunity has multiple locations

Location Name: *

The Drop In Centre

Address: *

Dermmot Baldwin Way SE, Calgary, Alberta

R Verg

g
%!4""56

’ 2
' 4 Ave 59 ol
w

"5, Bow.River

5 Ave SE
6 Ave SE
- C Train-Eastbound City Hall

Phng . R [ TAvest

Location Notes:

=
w

M,
e"’lo,.,a/ D,
r

>
3

=
£ 2016 My
n

Search

McDougr

Ve

#,
5 %,

raspit Corpocacion
0@ 2018 HERE

through the door by this lot. We will

(
Parking is located in the back. Enter |

| meet upstairs.
|
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Step 8: Date and time

* Add the start and end date and time for
your opportunity by clicking the date boxes
and using the pop-up calendar. Add the
times in the corresponding fields.

* Provide any additional date/time notes you
may have, such as shift details or
schedules.

 If your opportunity will happen on multiple

occasions, select the
reoccurring event’ | f
you wi || be able to *“D

the opportunity for additional dates and
times that this event will occur once you
“Submit” your

12

opportun

Date and Time

[ This opportunity is ongoing (has no end date)

Start DatesTime: *

20M7-01-25 9 | | D6:00AaM O
Format 2017-01-12 Format: 10:2248M
End Date/Time:

2017-01-25 4| | 10:004M |
Format 2017-01-12 Formmat: 10:2248M

Time Zone: *

[ america/Edmanton - |
Verify timezone mgtches voluntesr oppartunity location

Date/Time Notes:

Lfter breskfast service we will have a
tour of the facility

[ This is a recccurring event
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Step 9: Volunteer and Contact Information
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For some team building events, SunCares will
provide T-Shirts for participants. If you would
like your team to have T-Shirts select the

checkbox in Volunteer Information.

Provide an Opportunity Contact for the
volunteer opportunity. Any time a participant
registers, the Opportunity Contact will be
notified. The Opportunity Contact does not
need to be yourself, but whoever is managing

the volunteer opportunity.
Provide any links to any additional sites or

social media sources that will be helpful or

interesting to volunteers

Volunteer Information

Contact Information

Sharing

] I need participants T-Shirt Size

[] Add a 'comments to organizer' field

Name of the Opportunity contact: *

Stephanie

Phone: *

403-123-4567

Email: *

stephanie@suncor.com
] Notify contact when users sign up for this opportunity
Website URL:

https:/fwww calgarydropin.ca/

Facebook Page URL:

Twitter Name:
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Step 10: Skills and Interests, Internal Info and Visibility

» Skills and Interests help target volunteer
opportunities people are likely to be
i nterested i n. Clic

al | i nterests tags

are relevant to your Volunteer Opportunity.
« Use Internal Info to add notes about the
opportunity to yourself or other
administrators. Notes will only appear on
this edit page.
« Select “By I nvitat:i
share with your team. This is how they will

register for the volunteer opportunity.

* Review all Volunteer Opportunity

i nformation and <cl i

14
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Skills & Interests

Internal Info

Comment settings

Visibility

What volunteer skills would help most?:

Whiat type of interests does this opportunity appeal to?:

+ See all interest tags

Internal Notes:

(O Disabled
O Read only

® Read/Write

) Company-wide Opportunity
Visible to suEDieRE-smEapnears in search results

® By Invitation
Only visible to people with the link and does not
appear in search results. Once you have publishgd this
event you can share it via email.
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Confirmation

* Once you submit your Volunteer
Opportunity it will be reviewed and
approved by the Suncor Energy

Foundation

* In order to invite your team to register for
this volunteer opportunity, you will need to

share the link provided.
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Thank you! This volunteer opportunity has been submitted for approval.

Thank you for creating a volunteer opportunity! if approved, this opportunity will appear shortly in the volunteer opportunity list. You can check the approval

status of your opportunity at any time by visiting the My Initiatives tab of your user profile.

<

Breakfast Service

Opportunity to serve breakfast to clients at the Drop-In Centre

VOLUNTEER OPPORTUNITY  COMMUNITY OPPORTUNITY

SIGN-UP NOW T TRACKTIME

About This Volunteer Opportunity

The purpose of this activity is to participate in community initiatives and
strengthen the Calgary Community. It is important to the health of our community
and provides the opportunity for our team to work together.

Volunteer Shifts Edit Volunteer Shifts
Shift Signup
Name Max Start End
General no limit Wed, 01/25/2017 - 6:00am Wed, 01/25/2017 - 10:00am
MST MSsT

Sign-ups | Track Time Edit = Duplicate

TR FEATURED CAUSE
(mt# CALGARY DROP-IN &
~~-ereenw+ REHAB CENTRE SOCIETY

Wed, 01/25/2017 -
6:00am - Wed,
01/25/2017 - 10:00am
MST
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