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Step 1: Add Needs

Needs Quick Reference Guide

From the Dashboard of the community member you are working with, click on ADD in the 

Needs box.

Step 2: Search Options for Needs

There are three sections on the community member’s Needs page: Search Taxonomy,

Your Organization’s Quicklist, and Your Organization’s Services. 
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Section 1: Search Taxonomy

Section 1 (Search Taxonomy) allows you to search by a keyword. When you enter the key word 

and click on SEARCH or choose a term from the resulting drop-down menu, the system will 

populate Sections 2 and 3 (Your Organization’s Quicklist and Your Organization’s Services) 

with options.

Section 2: Your Organization’s Quicklist

Your Organization’s Quicklist is defined during the company profile set-up done by the 

organization administrator. Click on SELECT next to the identified need. Once you have selected 

the need, it will appear on the right side of the screen. Click on SAVE.
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Section 3: Your Organization’s Services

This section allows you to select services offered by your organization. Click SELECT next to 

the identified service. Once you have selected the service, it will appear on the right side of the 

screen as a Selected Need. Click on SAVE.

The need now appears on the Dashboard.
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