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Creating a Volunteer Event in the Employee 

Giving Portal 
 

1. Go to https://republicservices.brightfunds.org/profile 

 

2. In the Volunteer drop down at the top, select Create a Volunteer Event 

 

 

 

 

 

 

 

 

 

3. Add Title. Cover image is optional (here is the image we’ve used previously) 

 

4. Attach waiver (Republic Services photo release waiver). You can only attach one 

document so if there are multiple waivers for the event, you will have to combine 

them into one document. Email foundation@republicservcies.com for assistance 

*To use any pictures taken at your event, the Republic Services photo release 

waiver must be attached 

 

https://republicservices.brightfunds.org/profile
https://republicserv.box.com/s/uelyuo1gmnmrtz2gwiudqbjnzjwh65fb
https://republicserv.box.com/s/n6fre99pxh9rc6t27hvxi848zg00ixgv
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5. If you are partnering with a non-profit organization, you can search for them using 

their EIN number. This will provide a small summary of their organization on the 

sign-up page.  

 

 

 

6. Add a description of the event 

  

7. Up to 3 co-hosts can be added to the event. 

Note: This is helpful if there are multiple coordinators that need to be aware of 

head count for t-shirt sizes.  
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8. Enter the address of the event and select your time zone.  

 
 

9. Select whether your event will have shifts. 

 

10.  Input the number of hours allowed per attendee (usually the length of time of the 

event/shift) 

 

11.  Input if there is a limit on participants. If not, select the ‘There is no participant limit.’ 

 

12.  If your event allows for additional volunteers (friends, family etc.), and t-shirts will be 

provided, select the box ‘Add a custom question to ask the attendees when they 

sign up.’  Input the following: Will you be bringing any additional volunteers? If so, 

how many and what are their shirt sizes? 

 

 

 

13.  Select whether there is a deadline to sign up. 
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14.  From the drop-down menu, you can select if you want anyone in Republic Services 

to be able to sign up or you can select invite only.  

 
 

15. If you need attendees to provide shirt sizes, check the box ‘Mark this to request 

attendees to add their t-shirt size.’ 

 

 

16.  Hit Save & Preview. Note: This does NOT publish it only creates the draft. 

If edits need to be made, click on Manage Event. 

 

  

 

If no edits are necessary, click Publish Event.  
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To Share your Event 

 

17.  Click Share Event in the pop-up window 

 

 

18.  Click on the envelope icon to send an email (a new Outlook window will open) or 

click on the link icon to get the link to the published event.  

 

 

 

 

 

 

 

 

Email 
Link 
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Finding your Event After Publishing 

 

In the Volunteer drop down at the top, select My Volunteer Activity  

 

 
 

Sending out Communication to Volunteers 

 

If you need to send out mass communication to signed up volunteers (reminder to 

bring reusable water bottles, umbrellas etc.), you can use the Comments section of 

your event’s page to send a communication out to everyone. You can also attach files. 

 

 
 


