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If you need further help, please contact the Champaign County Timebank Coordinator at 
ChampaignTB@gmail.com 
 

 

Preface 

Congratulations on your decision to participate in the Champaign County 

Timebank.  You’re about to see that the process of exchanging 

exchanges has evolved in a new and exciting way.  Using Community 

Weaver 2.0, you will be able to create ads for exchanges or requests 

yourself, giving them your own personal touch. 

The basic premise is simple-create an advertisement to either offer your 

exchanges or to request a service.  This ad, as well as your personal 

profile can be viewed only by other members of your Timebank, who can 

respond to you using the website.  You have a’ conversation’ with these 

other members to discuss the service and iron out the details.  Upon 

completion of the service exchange, you and your exchange partner 

uses the system to make the exchange and record the hours.  The 

system will keep track of all the time you spend\earn, and you can easily 

recall your account status at any time.  Of course, you also have the 

freedom and the ability to browse all offers and requests from other 

members to see how you can assist them 

This manual takes you step-by-step through the entire process, from 

registration and getting into the system; to creating your own ad and 

responding to others, and then recording your own hours.  Throughout 

the text you will find references to where to look on the screen (i.e.  

Upper right) and diagrams to show you where to click your mouse (look 

for the air rules in sheet in circles). 

A final note on a few prerequisites-you will have the best experience with 

this system if you are comfortable navigating through the web pages on 

the Internet, and are familiar with the basic concept of Timebanking 

exchanges.  If you would like more information on Timebanking, visit  

www.TimeBanks.org . If you feel you’re not entirely comfortable on the 

Internet, please contact your Timebank coordinator and they will pair you 

up with a buddy who can help you with this process, perhaps this will be 

your first exchange!  

http://www.timebanks.org/
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Join Your Local TimeBank 
To join the Champaign County Timebank you’ll need: 

 Access to the Internet 

 An email address 

 The desire to exchanges skills and time with others! 
 

 

Setting Up and Signing into Your TimeBank 
If you don’t have access to the Internet, the Timebank Coordinator will 
help you set up and run your account. 

1. ChampaignTimeBank.com 

2. The login and the option to create an account is located on the 

right panel marked “Users Login” 

3. First time user will go to “Create new account”.  

 

Login and 

create new 

account 
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4. Fill in the information on screen as follows: 

ACCOUNT INFORMATION 

Username:  Enter Username. 

Email:  Enter the e-mail address you want to use to receive 
correspondence from this organization. 

Password:  Enter a password of your own choosing.  It can be a 
mix of letters and numbers, and is case sensitive.  Your email 
address and this password will be your sign in to the system, so 
don’t forget it! 

Confirm Password Retype (do not cut and paste) your 
password this steps insure you did not accidentally enter a typo 
the first time. 

ATTRIBUTES  

5. Tell us how you heard about Champaign County TimeBank. 
 

6. This screen also shows days of availability; Monday through 
Sunday: in the morning, afternoon and evening. 

User account 

page 
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LOCATION 

7. This is where your street address, city, state, postal code and 

phone number will go. 

8. Review the terms and conditions and click the box next “I agree”. 

9. Under CAPTCHA, You will need to do a short quiz to reduce 

spam and automation submissions. 

10. Click “create new account” (lower left) to submit your registration 

request. 

 

 

RETRIEVING YOUR INVITE 

 

11. Wait about a minute and go pick up your email.  You’ll find an 

email from sysadmin@TimeBank.org that contains a link back 

into the system. Click on that link and sign into the system as 

instructed in the email.   

12. You now have the opportunity to update your personal profile 

(See Set-Up Your Personal Profile).  When finished, click the 

Update My Profile button (upper left screen.) 

13. Once Timebank coordinator has approved your application, you 

will receive another e-mail inviting you to come back to the 

website where you can view other members of the Timebank, 

post ads, and exchange exchanges. 

 

Below the 

CAPTCHA 

you will see: 

Create New 

Account  

mailto:sysadmin@TimeBank.org
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Setting up Your Personal Profile 
Please use the personal profile page to tell other people in your 

Timebank about yourself.  You are free to disclose as much or as little as 

you want.  The more you share, the easier it will be to find a good match 

for your exchanges and requests.  When in doubt add more personal 

information.  We are trying to build communities and the more you say 

about yourself the more ways people can connect to you.       

 

1. Click My Account at (upper right). 

(Remember you must be sign in first, see Sign into your 

Timebank.) 

2. Click personal profile.  On the screen you can provide detailed 

information about your network, your neighborhood, or your 

affiliations. 

3. Also, you will be asked to describe your home, your family and 

physical condition of your home. 

4. Other information will include transportation and access to your 

home and the type of languages that you use.  Languages are 

useful for translation or locating members who can translate. 

If you ever need to edit your profile, you can select the Edit button 

located at the (top left corner of your screen.)  This screen also offers 

an opportunity to sign up for open ID.  Open ID is an onscreen 

identification login, useful for blogs and messaging. 

 

CHANGE PICTURE 

On your account screen, under your name, you will see a blue 

member’s box.  Please note the restriction on file size. 

 

1. Click on this box, it will bring up your browse button to search for 

the desired image on your computer. 
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2. Once you have selected it, click the upload new picture button 

(lower right) to update your profile.  

 

 

 

CHANGE PASSWORD 

1. Click on Edit link to change your password.  You first enter your 

existing password, then the new one.   The System asks you to 

enter it twice to confirm there are no typos.   

2. When you have finished, click the Change Password button 

(lower right) to confirm the new password.  

 

In your profile window you will list your offers and requests on this 

screen.  

 

 

 

 

Picture 

Box 
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Posting an Offer or Request 
 

Placing your offer or request is the heart of the TimeBanks web site.  It is 

just as important that you put up listing for receiving as well as giving.  

People often forget that we need lots of receivers too if we are to build a 

healthy Time Dollar economy of people helping people.   

 

 

1. Click the Give & Receive tab. 

(Remember you must be signed in first; see Sign into your 

TimeBank.) 

      

2. Click on the category you’re interested in.  This will display a list 

of offerings in this category.   Looking at these ads may help you 

in writing your own ad.  

3. You locate a service offer or request three ways:  

a) Click on a specific category to view those listing , or  

Give & 

Receive tab 
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b) Click on the Browse All Exchanges  or  Browse All 
Requests link ( upper center ) or  

c) Click on the Search All Service Ads link (upper right) to use 
a keyword search for service ads. 

This is where all of the ads posted will appear.  Now that you have 
successfully navigated the Give and receive screen, you are now ready 
to post an ad.  

 

4. Go to My Account tab, you can add your ad on your profile 
screen.  

5. The green bar (half down the screen on your right) will show your 
current exchanges.  Located in bold is the link to post your ad.  
Post a new offer of a Service (see Setting up Your Personal 
Profile) 

6. The blue bar (located on lower part of screen on the right side) 
will show your current request.  Located in bold is the link to post 
your ad.  Post a new request of a Service(see Setting up Your 
Personal Profile) 

 

 

 

Current 

Offers 

Posting Link 
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Posting the Ad 
On your Ad screen you will need to fill out the screen as follows:  

AD TYPE  Select type if you are making an Offer or a Request 

by clicking on the button of your choice.  

SERVICE CATEGORY Click on the green arrow next to the 

category in which you would like to make the exchange; this will 

bring down a drop down menu of sub categories.  Select one, or 

check Miscellaneous if not found.  You will be given an 

opportunity to talk more about your exchange under 

Description. 

DESCRIPTION Type in detail your exchange service or offer 

here.  Remember to ramble on here.  The more detailed and 

personable your ad is the better.  These are not professional ads 

you are not paying for each additional word.  We’re building 

communities and people want to get a sense of the person 

behind the ad.  Ask your TimeBank Coordinator to work with you 

on your first ad to add your personality. You can insert links or 

pictures to dress up your ad a bit.  

AVAILABILITY Select the times that will work best for you to 

fulfill your commitment.  Don’t worry about if your time may 

change you can go back and edit your selection.  (See Setting 

Up your Personal Profile)  
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EXPIRATION DATE Use the date format for when you would 
like to discontinue your offer.  This can also be editing under 
your profile page.  

7. Click the Preview button (lower left) to see how your ad will 
appear.  The preview ad will appear on the top of your screen. 

8. By selecting the Save button, you ad will go live with your ad. 
You will have a chance to edit, if need to, on this screen.  

You will notice on your Ad screen, you will have a series of active 

links (right panel), including responding to this ad, record hours for 

this listing and send this member a message. 
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Locate an Offer/Request 
 

Under the Give & Receive tab, (see Posting an Offer or Request). This 

screen show exchanges at a glance.  For example under Recreation, it 

will list Dancing with a bracket on the end.  Within the brackets ( ), you 

can briefly see how many offering have been listed. Click on the category 

to see the detail ad.  

If you want to view a request, your screen will look like this.  

         

 

All Current 

Requests 

Active 

Links 
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 Current offers look like this on the screen 
 

 

 
 
You can view both offers and requests on this screen. 
 

 

All Current 

Offers 

By Category 
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1. You can search for All Current Offers and Requests three 

different ways: 

a) Type in a Keywords like cooking, baking or meals 

b) Search by Category.  The drop down list will bring up all 

categories as listed on the Give & Receive tab.  Selecting 

one of the items in the service category or sub category of 

specific items to appear in the service column. (See  Place 

Your Offer /Request  for Give & Receive tab instructions for 

navigation) 

c) Search by Neighborhood, some members may be limited to 

transportation and can only participate in limited 

communities.  This is a great way to narrow your search.  

 

Set Up an Exchange 
 

Setting up a service exchange is a lot like an email conversation.   

The only difference is that all the emails are sent and received on the 

TimeBanks website so we can add extra tracking information like 

date and time to the emails.  

When someone responds to your ad or your request to their ad, you 

will get an email like the one below inviting you to come to the 

website and see their response.  
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Dear Mark,  

You have received a reply from Demo User regarding the 
Service Offer for R. E. S. P. E. C. T.   This message 
is located at 
http://beta.timebanks.org/msgcenter_ib.php 

Regards, 

The TimeBank Team 

http://www.ChampaignTB.org  

 

1. Click the link in the email to go directly to your message center.  

Or Go to www. Beta.timebanks.org , sign in, the click the My 
Account tab to the My Messages link. 

  

http://beta.timebanks.org/msgcenter_ib.php
http://www.champaigntb.org/
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2. Your message will appear under New Messages.  

  

Each row in your New Messages will contains a summary of all the 
emails about the ad.  Click on the one you wish to reply to.  This will 
bring you back to the Ad screen (See Posting an Ad). 

3. Click on Respond to this Post action link to create your 
exchange. 

4. Once all of the details have been work out via Timebank 
messaging, you are now ready to execute your exchange.   

5. Go to Record Exchange upon completion. 

Click here to 

send messages 

See new 

massages here 
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On this screen it shows the provider of the service of  

Doling out R. E. S.P. E. C. T.  is Demo Coordinator and the recipient of 

the service is Demo User. The exchange took (1) one hour.   

The hour will be credit to Demo Coordinator and debt to Demo User. To 

check the status of your account, (See Setting up Personal Profile) next 

to your name you will see account balances. Click My Account tab then 

select My Hours to look at the detail of your exchange transactions.  



19 

 

If you need further help, please contact the Champaign County Timebank Coordinator at 
ChampaignTB@gmail.com 
 

 

Locate Members 

Get to know other members of your community by reviewing their 

profiles.  It’s time to find out all the entries you have in common with 

neighbors that you didn’t now. The secure webpage only show members 

who are logged in. 

1. Click the give and receive tab located in the upper right hand 

corner of your screen.  Select midway down from new drop down 

lists you will see “view all members”. 

2. You can select members by neighborhoods or by name.  You 

can also view availability, member balances, and send direct e-

mail to members. 

3. Click on the member’s name to look at individual profile. 

 

     

Exit the System  
When you are finished with your activities, you will need to sign out of the 
system unless you are using a public computer or share your computer 
with someone else.   In these circumstances, it is a good idea to sign out 
so other people can’t use your account. 

Simply click on the Sign out button.  (Located up right corner of screen.) 
That’s it! 
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Remember the Spirit of Giving  
 
Please keep in mind that any expense for any materials used will be the 
responsibility of the recipient, and expenses will be agreed upon before 
the service is delivered. 
 
Champaign County TimeBank cannot be held responsible for any injury 
to person or damage to property experienced while involve in the 
program.     
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Champaign 

Urbana Area 

Project  

201 E. Springfield Ave. 
Suite 702 
Champaign, IL 61820 
 
Phone (217)373-2827 
Fax (217)373-5013 
 
Web site address 

We give you three ways to join. 

 Visit us on the Web   

 Visit us in our office 

 Attend a potluck 
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