
 
Asheville TimeBank 

Member Information and Orientation Manual 
 

Welcome to the Asheville TimeBank 
 
You have applied for membership and have received an email that lets you log into the TimeBank 
software to begin participating by posting your bio and making offers and requests. 
 
This manual is designed to teach you how the TimeBank works, how to be a responsible TimeBank 
member and to use the software that comes with our membership in the hOurworld network of 
TimeBanks. 
 
You can use this manual to do your own orientation or you may request an in-person, hands-on 
orientation by emailing  help@ashevilleTimeBank.org 
 
You may log in an hour for reading through this information and fully completing the orientation 
process. Also you may log in a ½ hour for each offer and request you post.  
 
To use this manual you will need to have two windows open on your computer, one to follow along in 
this document and one with the AshevilleTimeBank.org site open.  
 
This process is probably easier on a computer but there is also an app you can download here for 
Android and here for IOS. 
 
To begin:  

Create your Profile 
 
From the homepage click on MEMBER LOGIN, which will bring you to this page: 

 

.  



 
Note: If you forgot your password you can click just below where you enter your password.  
 
After you are logged in, you will arrive at your personal home page. 

 
 
 
 
Click on the ACCOUNT tab to see the drop down menu and choose PROFILE or click on the 
PROFILE symbol below the menu bar.  
 
Fill out your profile with the information asked for. Please make sure that your contact information is 
correct in case we need to contact you for some reason. Other members will not see this. 
  
The one section that members will see is your bio. Write something about who you are, what you enjoy 
doing and any particular skills or talents that you have. Upload a photo of yourself. This is how other 
will get to know and trust you and feel comfortable exchanging with you.  
 
You can click on the MEMBERS tab from the menu bar to see what others have written.  
 

DO THIS NOW!   
 
 

Making Offers 
 

Next, put in at least one offer. (You cannot put in more than 3 offers or requests at the same time. You 
have to log out and log in again to add more than 3.) 
 
Points to ponder when deciding what you want to offer:  
• What do you enjoy doing? 
• What skills and/or talents do you have that you can share? 
• If you are sharing a skill that you use to earn your livelihood, you many want to limit the number of 
hours you will offer per month. 
• Be honest about your skill level. Are you certified, licensed, or have you learned through life 
experience.  
• Remember that something that is so simple and ordinary for you might be a lifesaver for someone 
else.  
• Sometimes just having a companion when you are doing something, even if you could do it alone, is a 
gift. 
 
Still having difficulty thinking of something to offer? Try browsing through all the categories offered 
by the  TimeBank. There is a drop-down menu of choices under each general category. 



 
 
 

 
 
 

How to Make an Offer 
There are two ways to get to where you need to go to make an offer: 
If you are on your homepage: the OFFERS tab in the menu bar.  
If you are in your account look at the symbols under your name. The right facing arrow says: Add an 
Offer.  
 
 



 
 

1) Choose the Expiration of your offer from the pull down menu in the upper right. We suggest you 
use “never” unless there is a reason not to.  

2) Radius of Service. We suggest you throw a big net so more people will see your offer. You can 
always say no if the drive is too long. 

3) Describe what you want to offer. Be short but specific. (Check for typo's!) 

4) Go Global: if your offer is something that can be shared on-line or over the phone with people who 
are not local but are members of other TimeBanks in the hOurworld network hit the GO GLOBAL icon 
and people can find the listing from all the member TimeBanks. 

5) Image. If appropriate you can upload an image to promote your offer. 

6) Hours icon. If you click on the hours icon it will check the database to see if someone is looking for 
your service.  

7) Click PUBLISH at the bottom of the box. This is an important step! 
 

DO THIS NOW!   
You will receive ½ hour for each offer you post if you do it now.  

 
 

Making a Request 
        

One of the core principles of TimeBanking is reciprocity. Unlike volunteering, participating in a 
TimeBank involves both offering and receiving help. Many of us feel more comfortable offering help, 
but TimeBanking is very much a two-way street – the energy has to flow both ways! 
 
When you think about what requests to post, think of things in your life you struggle with, you don’t 
know how to do well, or you postpone doing. For example, cleaning out your closet, learning how to 
download photos from your phone to your computer, learning to cook vegetarian meals, or ideas about 
where to go hiking. Also, if you have a big job to do, make it a party by posting, “I need 3 or 4 people 
to help me clean up my backyard next Saturday” 



 
There are 2 ways you can make a request: 
 List it in the Requests listing that is equivalent to the Offers listings you have just seen.  
For something immediate or short term, like a ride to the airport next week, you can make an 
announcement.  
 
Instructions for both follow. But before you make a request look to see if there is an offer already 
listed that matches your request.  
 

How to Look for and Respond to an Offer  
From the Home screen go to the OFFERS tab. From the drop down menu choose EXPLORE ALL 
OFFERS.  
 

 
 

You may need to look under multiple categories.  
 
If you find an offer that might be a match: click REPLY. A form will appear to email the member 
about their listing.  
Type in the specifics of your request and click SEND. It might be helpful to include your phone 
number.  
 
Go Global: if your request is something that can be shared on-line or over the phone, on the right of 
the main menu bar is a tab: INTER-TRADE. Click here for list of offers from people who are members 
of other TimeBanks in the hOurworld network. 
 
 
 
If you don't find an offer you are looking for: 
 

How to Make a Request. 
To make a request there are two ways to get where you need to go.  
If you are on your home page, click the REQUESTS tab in the menu bar.  
If you are in your account click on the left facing arrow says ADD A REQUEST under your name.  
 



 
 
1) Choose the Expiration of your offer from the pull down menu in the upper right. Choose what 
applies. Is this an ongoing need or a short term need?  

2) Radius of Service. Again we suggest you throw a big net so more people will see your offer. You 
can always say no to a specific request if the drive is too long. 

3) Describe what you want/need. Be short but specific. (Check for typo's!) 

4) You can Go Global: if your request is something that can be shared on-line or over the phone, click 
GOGLOBAL to list your request so members of other TimeBanks in the hOurworld network can see it. 
Don’t forget to expand your radius of service very large! 

5) Click PUBLISH at the bottom of the box. This is an important step! 

6) Please remove your request once it has been met. Click the trash can icon or you can choose 
SUSPEND YOUR LISTING in the Expiration pull down menu.   
 

How to make an Announcement. 
If your Request is time sensitive or very short term go to the Home Page where you can find POST AN 
ANNOUNCEMENT on the upper left corner of the page. Everyone will see this on Monday morning 
email.  
 



 
 

DO THIS NOW! 
You will receive ½ hour for each request you post if you do it now.  

 
 

Logging in Hours 
 

 At the time you agree to make an exchange with someone, you should discuss approximately how 
much time will be involved including travel time and if any materials are needed, who will supply 
them.  
 
It is customary for the recipient to cover cash expenses needed to perform the service such as money 
for gas, materials like thread for sewing or ingredients for cooking.  
 
Once you have made an exchange with someone, one of you needs to log in the hours after you have 
agreed on the total amount of time. This is a good time to click the RED HEART to endorse the person 
if you are happy with the service.  
 
 

How to Log in Hours.  
On the Main Menu bar click HOURS. This will open the REPORT MY HOURS window.  
 



 
 

Work from the top down.  
1) Choose whether you provided or received the service.  

2) Select the exchange date. (You can estimate the date if you don’t remember exactly when you made 
the exchange.) 

3) To how many members. Record the number of members. The TimeBank as a  whole counts as one. 
If you are teaching a class this records differently. We will explain this later.  

4) Enter the number of hours to the closest quarter hour. Don’t forget to include travel time.  

5) Look up member’s name. If you start typing their name matches will appear. In cases like this 
orientation, the member’s name will be the Asheville TimeBank.  

6) Select the Category and the Service. Once your select the category you will be shown choices for 
the Service. In this case the Category will be the Asheville TimeBank and the service will be 
Orientation.  

7) You can leave a comment if you choose. This is for your own record and shows up in your “Bank 
Statement.” 

8) Click RECORD TRANSACTION! This will take you to your “Bank Statement”. 
 
It is OK to go in the red. It is OK to receive hours before your services have been received by others. It 
has never happened, but the administrators will look into instances that seem like abuse.  
 
It is also possible to donate hours to another member or arrange an exchange on behalf of someone else 
(with their permission). 
 
Note: If you are providing a service to several members, such as teaching a class, they each will 
“pay” the hours that they spend with you. You, however, do not collect all of those hours. You get to 
take credit for the time you spent preparing for the class, traveling and actually teaching.  
 
So, for example, if you spend 2 hours preparing, and the actual class takes 3 hours, you have spent 5 



hours of your time and that is what you enter as the number of hours. If eight people attend, you will 
put in all of their names and they will each be debited 3 hours. Five hours will go to you and the 
remainder goes to the TimeBank. The software will do this automatically. 
 

 
 

Note: If you have made a trade with someone from another TimeBank through GO GLOBAL the 
person who provided the service needs to go to the request listing that was posted through GO 
GLOBAL/INTERTRADE. If they click on it they will see both your names and where to enter the 
hours.  
  
 

Communications 
 

General 
Good communication is important. When you are messaging other members, be sure to be very clear 
about dates, times and locations of services. If there are any supplies, parts or ingredients needed, the 
receiving member is responsible for supplying them. If tools are needed, decide who will provide them.  
Agree on the amount of time that the transaction will take, including travel time. If the service takes 
part of an hour, round up to the nearest quarter hour. If there is any change of plans, cancellation or 
change in the amount of time to do the service, let the other member know right away.   
 
If you are going on a long trip or won’t be participating for a period of time, please contact us at 
help@ashevilleTimeBank.org so we can make your account temporarily inactive. Then other members 
won’t try to contact you while you are away.   
 
It can be frustrating not to hear back from someone who says they provide a service so even if you 



cannot provide the service at that time, please try to respond to any requests within 48 hours. If you 
have attempted to contact someone at least twice and haven’t heard back in a week, you can let us 
know and we will attempt to contact that member. 

 
Monday morning email 

Every Monday morning you will receive an (ugly) email that is generated by the hOurworld software. 
(Sorry we have no control over how it looks.) It will contain information from the administrators of the 
Asheville TimeBank, listings of new members, announcements and offers and requests that have been 
posted in the last week. If you have an offer or request to make, try to get it in by Sunday night.  

 
Newsletter 

Around the beginning of the month you will receive an emailed newsletter from your TimeBank. It will 
have some information about what is going on with the TimeBank, offer tips on how to make using the 
TimeBank easier, and highlight members and/or offers. Take a picture to highlight your offer or of an 
exchange you have made that was valuable or fun and send it with a sentence or two to 
help@ashevilleTimeBank.org. You can give yourself an hour for doing this.  

 
Email 

And you can use this email, help@ashevilleTimeBank.org, if you have any questions or comments you 
would like to share with your TimeBank administration.  
 

Facebook 
The TimeBank has a Facebook page. Please post pictures and share stories about your exchanges.  

 
Join NOW. 

 
 

Getting Involved 
 

Volunteering 
The TimeBank is an all-volunteer organization. It needs your input to make it work. Of course, as a 
TimeBank, all “volunteers” get/bank hours for the time they spend helping the TimeBank. (or making 
the TimeBank work.) 
 
First and foremost, we need your participation in making exchanges. But there are also behind the 
scenes things that need to be done.  
 

How the TimeBank is organized 
The Asheville TimeBank is an autonomous member of a network of TimeBanks called hOurworld. The 
Asheville TimeBank has a “board” we call the Kitchen Cabinet. It is responsible for making policy 
decisions. You are always welcome to attend a meeting as a guest and offer your thoughts.  
 
Circles: 
Outreach Circle’s mission is to expand the membership and get existing members to be more active. 
 
Events Circle creates events to build community between old and new members. 
 
Tech Circle is responsible for maintaining, updating and improving the website and is the liaison with 



the hOurworld administration. 
 
Newsletter Circle sends out a monthly newsletter to engage and inform members and offer tips to help 
make the best use of the TimeBank. 
 
To find out more about any of the circles, when the next meeting is and/or to get involved email 
help@ashevilleTimeBank.org. 
 

Events: It pays to party 
You will get occasional emails and see postings on the Facebook pages about events created by either 
the Outreach or Events Circles. Please spread the word. You can log an hour for attending. If you 
cook/bake for a potluck, you can log another hour. And if you bring someone who is new to the 
TimeBank, yet another hour! 
 

Can’t find it? Recruit what you need 
If you can’t find what you need, help yourself and TimeBank by recruiting new members who have the 
services you are looking for.  
 

Stay Safe 
The Asheville TimeBank has chosen not to check references or do a background check on our 
members. If you want the security of doing a background check, you may do one yourself, just as you 
might when hiring someone. If the service requires special skills or licenses, you could ask for 
credentials and/or references from those who have received similar services from this member. Do not 
invite anyone into your home or into your vehicle or to be with your children if you do not feel 
comfortable with them. Simply let them know that you are not interested in a transaction with them at 
this time.   
 

Be a responsible, respectful TimeBank member 
If you are going into someone’s home, be respectful and courteous.  
Do not smoke without permission.  
Do not solicit for personal gain or promote your political, religious or other beliefs.  
If you are offering transportation, you need to have a valid driver’s license, car insurance and use 
seatbelts.   
 

Give Feedback 
No service is guaranteed and there may be situations when the service provided does not meet the 
expectations of the receiver. Please try to be flexible and understanding. The software allows you to 
comment on the services you receive. We hope you will use this feature. The software assumes you are 
happy with the service unless you indicate otherwise. You also have the opportunity to endorse a 
member who provided services to you so that other members can see that you are happy with the 
person’s services; we encourage you to use the RED HEART (on each member’s profile) to endorse 
other members who have provided you with good service.   
 

If you have a problem with an exchange 
There is rarely a problem between members during an exchange but if you have a complaint or a 
problem, see if you can resolve it with the other person. When the provider of a services logs their 
hours, the receiver will get an email that says you are satisfied with the other person’s services. If this 
is not the case and you have talked to the other person about the problem without solving the issues, the 
email also contains a link that says “initiate a dispute” that you can use to address problems.  In 



addition, you can indicate dissatisfaction on your statement. If you are not successful in resolving the 
problem on your own, contact help@ashevilleTimeBank.org. We want to resolve any problems you 
encounter right away. In the event of a serious issue, the TimeBank may deactivate a member’s 
account. 
 

Supporting the TimeBank financially 
Because the TimeBank has expenses there is a suggested annual donation of $5-$20 for an individual, 
$10-$30 for a household and $40 for an organization.  
 
 
 
 

Now that you’ve read the manual, you’re almost ready to get 
started! There are just 2 things left to do. 

 
RECORD YOUR HOURS! 

One hour for this orientation plus ½ hour for each offer or request you just posted.  
  

Review and sign the member contract here.  
 

You’ve done it! You are now an official member of the Asheville TimeBank! 
Congratulations! 

 
If you still have questions or are having trouble contact us at help@ashevilleTimeBank.org 

 
 


