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How to Claim Your GuideStar Nonprofit Profile

1. Go to www.guidestar.org and sign in or create an account

GulDES'rAR Search  Update Nonprofit Profile  Products  Blog  Support

Get Started

New year, new Seal. Nonprofits, earn your 2018 Seal of Transparency now!

Better data.
Better decisions.
Better world.

Search GuideStar for the most complete, up-to-date nonprofit data available.

GuideStar Basic Search Search Upgrade Now (free)

Why upgrade?

2. Match with your organization by name, EIN, or location

% _ -
-. GUIDESTAR | Gi asic Search Update Nonprofit Profile  Products Blog Support

Now, let's match you with your nonprofit or foundation on
GuideStar

Searching by your Employer Identification Number (EIN}) is the surest way to find your organization.

Search for your organization by name or EIN -- HQ Location - v Q

Skip this step

3. Check your email and verify your email address

Check Your Email

An email has been sent (0 Comyem——————
It has a link to confirm your account.

Not seeing the email?
Is it in your spam folder? Click to resend the email.
Maybe a typo? Check your email address in Account Settings.

4. After verifying your email address, click either “Update” or “Update Nonprofit Profile”
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http://www.guidestar.org/Home.aspx

E"EGU[DFSTAR GuideStar Basic Search| Update Nonprofit Profile | Products Blog Support

Thanks for verifying your e-mail

You're all set! Now you can...

ur organization's Nonprofit Profile on GuideStar

« Search and find information about millions of nonprofits

* Explore products that help you do your job better

Have questions or need support?

Join us in the Community.

5. Click the blue “Get started now” button

Ez GUIDESTAR
GROW YOUR ONLINE IDENTITY
Update your GuideStar Nonprofit Profile e ] UPDATE YOUR GUIDESTAR PROFL ostGwearg
You have the power to choose what tens of millions of people see
about your organization. Take advantage of your FREE profile and »
share up-to-date information. AmazonSmile And more...

6. Complete the short application and receive access to your profile in up to 2 business days

We found your organization. Tell us a little more:

ORGANIZATION DETAILS

Name Guidestar USA Inc

EIN 54-1774039
® websie:» (] Wedortthes websie

Telephone: | |
ABOUT YOU
Name
Email:
TERMS & CONDITIONS

\ am authorized by this organization to update the information on their
GuideStar Nonprofit Profile

S B 1 25ree to Guidestar's Terms and Conditions /

Cancel Submit Request
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How to Sign in to Your Profile

1. Go to www.guidestar.org and sign in to your account

EEGUIDESTAR' Search Update Nonprofit Profile  Products Blog Support Signin

New year, new Seal. Nonprofits, earn your 2018 Seal of Transparency now! Get Started

P

' Better data.
J Better decisions.
Better world.

Search GuideStar for the most complete, up-to-date nonprofit data

!
4
|
| available.

—_—

(GuideStar Basic Search Search Upgrade Now (free)

Why upgrade?

2. Click on the “Update Nonprofit Profile” link on the home page

Eg(]mm\‘l,\n

Search | Update Nonprofit Profile | Products Blog Support

New year, new Seal. Nonprofits, earn your 2018 Sec".of Transparency now! Get Started

Better data.
Better decisions.
Better world.

Search GuideStar for the most complete, up-to-date nonprofit data
available.

‘ GuideStar Pro Search

‘ Search

3. When you are signed in, you should see your organization listed on the page. Click on your
organization's name or click "Edit Form”

Update an Existing GuideStar Nonprofit Profile

You can update the following Nonprofit Profile(s). Click on the nonprofit's name to update its profile. If you
are having trouble updating your Nonprofit Profile, please check the FAQs for some helpful tips.

Organization Name EIN Manage

Guidestar USAInc | im— 54-1774039 s Edit Form | «mm—
* Assign Managers
* Benefits

* Donation Reporting
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http://www.guidestar.org/Home.aspx

How to Make Edits to Your Profile

Bronze Seal of Transparency

1. Onceyou are in the profile, you will see a task bar located to the left side of the page

GUIDESTAR USA oo

I
BRONZE SILVER GOLD PLATINUM

100% Completed 100% Completed 100% Completed 100% Completed

Summary Confirm & Publish Benefits & Rewards View Public Profile

Tell us a little more about your

GuideStar USA
MAIN ADDRESS #

> Bronze organization
> Silver GuideStar USA
Our work at GuideStar USA (EIN: 54-1774039) is focused on... 4801 Courthouse 5t, Ste.
> Gold 220
Platinum one or many of the following issues Williamsburg VA 23188
save

> Social & Media

Demographics
Board Practices Your profile is at the 2018 Platinum level Update

> Additional Docs Congrats! And thanks for your hard work maintaining your profile.

2. To earn a Bronze Seal of Transparency, click on the “Bronze” header to expand the selection list.
Then click the “Names & Contacts” sub-header. Complete the web form by locating all required
fields with a red asterisk (*) next to them. Scroll to the bottom of the page and click “Save”

GUIDESTAR USA v

L | ]|
BRONZE SILVER GOLD PLATINUM

100% Completed 100% Completed 100% Completed 100% Completed

Summary Confirm & Publish Benefits & Rewards View Public Profile

Guidestar USA Bronze
Vv Bronze
-
Addresses NAMES & CONTACTS

Founding Info

What is your organization’s name?
Donation Info (NEW

Leadership & Staff (NEW Name Registered with IRS GUIDESTAR USA INC
Board Members ’
Brand (NEW Organization Nam GuideStar USA

Mission ’
E\ 54-1774039

Programs & Map 'NEW,

Categorization
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Silver Seal of Transparency

1. To earn aSilver Seal of Transparency, click the “Silver” header to expand the selection list. Then click
the “Financial Documents” sub-header

GUIDESTAR USA usmo

BRONZE SILVER GOLD PLATINUM
100% Completed 100% Completed 100% Completed 100% Completed

Summary Confirm & Publish Benefits & Rewards View Public Profile

GuideStar USA

Silver

> Bronze

v Silver

Financial Documents h

& To reach the Silver level, you will need to complete at least one of the following:
iscal Year

Revenue

(A) Upload at least one audited financial statement, or
Expenses

Assets & Liabilities (B) Fill out all of the fields below the audited financial statement upload section

Funding Sources

> Gold

Platinum

2. You may either upload an audited financial statement OR manually provide your information by
completing all fields with a red asterisk (*) next to them. All financial data must be from within the
past two years. Don’t forget to click “Save” at the bottom of the web page

¥ REVENUE

What is your organization's revenue in the following areas?

Contributions, gifts, and grants * $1,933,213.00
Program service revenue including $9,359,196.00
government fees and contracts

Membership Dues $1,359,865.00
Net Income from Special Events $0.00

Other Revenue Source (Please Specify) | Rental Income, Inter:

Other Revenue Amount (For Source $199,027.00
Listed Above)

Total Revenue * $12,851,301.00
¥ EXPENSES

What are your organization’s expenses in the following categories?

2 ASSETS AND LIABILITIES
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Gold Seal of Transparency

1. To earn a Gold Seal of Transparency, click the “Gold” header to expand the selection list. Then click
the “Issue” sub-header

GUIDESTAR USA rusmio

BRONZE SILVER

I
GOLD PLATINUM
100% Completed 100% Completed 100% Completed

Summary Confirm & Publish Benefits & Rewards View Public Profile

100% Completed

GuideStar USA G o) I d
> Bronze
> Silver
v Gold How have your programs been effective in fulfilling your organization's goals?
L NEW h . . L . .
These questions are from Charting Impact, an initiative of the BBB Wise Giving Alliance, Independent Sector, and GuideStar to
(Eeals develop a common format for nonprofits to report on their effectiveness.
Strategies
Capabilities
Indicators
P
B PROBLEM OVERVIEW
Platinum

How would you summarize the problem or need your organization is working to address? e

2. Enter text for the Problem Overview (1-2 sentences) and the five required Charting Impact questions
(3-4 short paragraphs). Don’t forget to click “Save” at the bottom of the web page

GOALS
> Bronze
& -~ _— iakn

> Silver What is your organization aiming to accomplish?
vV Gold *

Issue NEW

Goals

Dro,gresi

Platinum

> Social & Media

Demographics

Board Practices

> Additional Docs
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Platinum Seal of Transparency

1. To earn a Platinum Seal of Transparency, click the “Platinum” header to expand the selection list

Summary Confirm & Publish Benefits & Rewards

GETTING STARTED

> Bronze

> Silver Welcome to Platinum

> Gold
How do you measure your organization's results? It's a hard question, but an important

‘ one. This section asks you to share your quantitative program results. It boosts your

organization's profile and helps the whole sector learn and grow. The reporting process

> Social & Media takesBsteps’

Demographics
Board Practices Review the metrics

> Additional Docs How does your organization measure progress and results?
View a PDF (W) and brainstorm with colleagues or search for metrics in Step 2.

Select metrics that fit your organization

Choosing metrics is no easy task! Choose from our library of metrics, or,
if you can't find a great fit, you can add a custom metric. About 1 - 5 metrics is a great
start!

Report your results

Enter quantitative results for each metric, plus notes to explain the context.

2. Click “View a PDF”, browse our Common Results Catalog and select 1-5 metrics that fit your

organization
Summary Confirm & Publish Benefits & Rewards
GETTING STARTED
> Bronze .
Sp— Welcome to Platinum
> Gold o . )
| How do you measure your organization's results? It's a hard question, but an important
Platinum

one. This section asks you to share your quantitative program results. It boosts your
organization's profile and helps the whole sector learn and grow. The reporting process

> Social & Media takes 3 steps:

Demographics

Board Practices \ Review the metrics
> Additional Docs How does vour organization measure progress and results?

View a PDF and brainstorm with colleagues or search for metrics in Step 2.

Select metrics that fit your organization

Choosing metrics is no easy task! Choose from our library of metrics, or,

if you can't find a great fit, you can add a custom metric. About 1 - 5 metrics is a great
start!

Report your results

Enter quantitative results for each metric, plus notes to explain the context.
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https://learn.guidestar.org/hubfs/GuideStar_Common_Results_Catalog.pdf

3. Click “Start Now” when ready to report your metrics

Summary Confirm & Publish Benefits & Rewards

. —- . =
- ——
GETTING STARTED

> Bronze
> Sier Welcome to Platinum
> Gold
E— How do you measure your organization's results? It's a hard question, but an important one. This section

asks you to share your quantitative program results. It boosts your organization's profile and helps the

i whole sector learn and grow. The reporting process takes 3 steps:
> Social & Media

B TS Review the metrics

Board Practices How does your organization measure progress and results?

> Additional Docs View a PDF (I) and brainstorm with colleagues or search for metrics in Step 2.

Select metrics that fit your organization

Choosing metrics is no easy task! Choose from our library of metrics, or,
if you can't find a great fit, you can add a custom metric. About 1- 5 metrics is a great start!

Report your results

Enter quantitative results for each metric, plus notes to explain the context.

4. You may choose to download a PDF, then click “Search for metrics” OR “Go to Step 2”

STEP1: REVIEW METRICS
Tagging Your Metrics

GuideStar USA What metrics does your . .
You can link each metric to

7 ronee organization use to track farget population() in Step
> Silver Three.
> Gold progress and results?

Platinum

Choose up to 20 metrics.

> Social & Media

Demographics

Board Practices View a PDF to review our library of potential metrics B Download PDF

> Additional Docs and share with your team.

or S
Go directly to Step Two to search for metrics. 1-5

metrics is a great start!

Back Go to Step 2
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5. Select metrics using three options: a) keyword search, b) filter by service strategy or category, c)
create a custom metric. All metrics will be displayed in the “Your Selections” box. Click “Continue”
when ready to add data

Summary Confirm & Publish Benefits & Rewards View Public Profile

STEP 2: SELECTING METRICS

What metrics does your organization use to track progress and results?

| Search by keywords [emission:

Search Results

en, meals, animals, carbon._) a

Number of free parti on field trips

Arts and Culture @

Ecanamic Developmen:

Number of ju ory reporting of suspected cruelty

Total number ntrolled under cultivation
Number of paid parti

Number of instance

increased for animal cruelty, neglect, fighting, abandonment, andfor sexual assault

Maximum number of pa 1 trips

Number of animals with fre

Number of suppliers with whom the SME/Coop/Enterprise has an agreement, contract, or ongoing business relationship as a result of the
nonprofit's efforts

(G RESET SEARCH :

Average price of field trip tickets

Number of captive animals released

Number of animals with freedom from discomfort

Your Selections

6. Click “Add Details”.

6. Number of children tutored .

7. To earn a Platinum Seal, you need one metric with one year of data from the most recent year, set
to “Yes, display”. We recommend adding 3-5 years’ worth of data per metric, as well as context
notes. You may relate your metric to a program and three target population(s) served. Click “save”
when finished. Repeat for all metrics
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EDIT DETAILS

Metric Name

|Number of children tutored

Context noLes about this mesic foptional)

Year by Year Results
Briefly =3y more about this metric. You can
include definitions, explanations, context, or

2016

¥LAR TOTAL

Qour of 200 characLers
+Add a year
Does this metric relate to one of
Select a program (entered in the Bronze section) v

your programs? (Opzional)

T t Populati Served (Optional
arget Populations Served (Oprional) Select populations served

Ready to display this on your profile?
* 2 Yes, display JO Mo, do not display (O Display, but note that it is no longer tracked

GuideStar | Revised 08.21.2018
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Social & Media (Optional)

1. While the Seals of Transparency require information, we also strongly recommend you fill out
optional sections such as the Social & Media section. Here, you can link to your social media
channels and upload photos and videos of your organization. To complete the Social & Media
section, click on the “Social & Media” header to expand the selection list. Then click the “Websites”
sub-header. Complete the web form by filling in all applicable fields. Scroll to the bottom of the page
and click “Save”

Summary Confirm & Publish Benefits & Rewards View Public Profile

GuideStar USA

Social and Media Outreach
> Silver
> Gold

Does your organization have a website or blog?
v Social & Media

-— Website www.guidestar.org

Social Media User

emes Blog URL www.example.com

Photos

Videos
Demographics
Board Practices ¥ SOCIAL MEDIA USER NAMES

> Additional Docs
Does your organization have profiles on social media sites?

Share profile names and handles here.

Facebook GuideStarUSA
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Demographic Information (Optional)

1. To enter your demographic information, click on the “Demographics” link to expand the section

Summary Confirm & Publish Benefits & Rewards View Public Profile

Guidestar UsA Tell us a little more about your MAIN ADDRESS ¢

> Bronze organization
> silver GuideStar USA
Our work at GuideStar USA (EIN: 54-1774039) is focused 4801 Courthouse St,
> Gold on.. Ste. 220
Platinum Williamsburg VA
one or many of the following issues 23188

> social & Media

o] —

Board Practices

Save

ilei i Update
> Additional Docs Your profile is at the 2018 Platinum level P

Congrats! And thanks for your hard work maintaining
your profile.

2018 PLATINUM

2. Enter relevant information for all applicable fields. Don’t forget to click “Save” at the bottom of the
web page

TOTALS

How many total individuals does your organization have in the following

categories?
CATEGORY TOTAL
Board Members 9
FuII-ti_me Staff 80
(Includes senior staff)

Part-time Staff
(Includes senior staff)

Senior Staff
(full time)

GENDER IDENTITY

How many total individuals does your organization have in the following
categories?
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Board Practices (Optional)

1. To enter information about your board, click on the “Board Practices” link to expand the section.
Select either “Yes,” “No,” or “N/A” for each question. Don’t forget to click “Save” at the bottom of
the web page

Summary Confirm & Publish Benefits & Rewards View Public Profile

GuideStar USA BOARD ORIENTATION & EDUCATION
7 Bronze Does the board conduct a formal orientation for new
> si . .
: e board members and require all board members to sign a
Gold . . . TR
P‘D written agreement regarding their roles, responsibilities,
latinum

and expectations?

> S | & Medi: .
e eele Why does this matter? Without clarity around their responsibilities and expectations, board members are

Demographics not positioned to succeed. They may find themselves challenged to fulfill their governance responsibilities
or frustrated by the expectations that the organization has set for them. BoardSource recommends that
-— every new board member participate in a formal orientation process, and that all board members sign a
> Additional Docs pledge or agreement committing to their board service and to all of the responsibilities and expectations

that come with service. Ideally, board members also should participate in a formal governance training
program prior to serving on a board.

CEO OVERSIGHT

ver ne i Has the board conducted a formal, written assessment of
the chief executive within the past year?

Why does this matter? Oversight and management of the chief executive is one of the board's most
important legal responsibilities. The CEO or executive director is the board's single employee, and - just like
any other employer/employee relationship - regular and written assessment is critical to ensuring that the
chief executive and board are communicating openly about goals and performance. BoardSource
recommends that boards conduct formal, written reviews of their chief executives on an annual basis,
which should include an in-person discussion with the chief executive and distribution of the written
evaluation to the full board.
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Additional Documents (Optional)

1. To upload additional documents to your profile—such as your annual report, IRS documents,
certifications, and any other documents—as well as leave a small note from your nonprofit, click on
the “Additional Docs” link to expand the section. Then click “Annual Report”. Upload all relevant
documents. Don’t forget to click “Save” at the bottom of the web page

Summary Confirm & Publish Benefits & Rewards View Public Profile

GuideStar USA

>z Additional Documents
> Silver

> Gold

¥ ANNUAL REPORT
Platinum

Upload your organization's annual report(s) here.

> social & Media
Demographics
Board Practices

Vv Additional Docs

« Add an Annual Report

IRS Docs.

Cersifications Please limit files to 20 MB.
Other Docs

Notes
+ IRS DOCUMENTS

Upload your most recent 990 before it comes to GuideStar from the IRS.

Form 990, 990-EZ, 990-N, or 990-PF

2009 Guidestar_2009_990_PD.pdf Delete

IRS Form 990 (Optional)

1. To upload your IRS Form 990 click on the “Additional Docs” link to expand the section. Then click
“IRS Docs”

Summary Confirm & Publish Benefits & Rewards View Public Profile

R EEESg Tell us a little more about your MAIN ADDRESS #

> Bronze organization
> silver GuideStar USA
Our work at GuideStar USA (EIN: 54-1774039) is focused on... 4801 Courthouse St, Ste.

> Gold 220

Platiniif one or many of the following issues Williamsburg VA 23188

Save

> Social & Media

Demographics

Board Practices Your profile is at the 2018 Platinum level Update

v Additional Docs "  Congrats! And thanks for your hard work maintaining your profile.
Annual Report

—
Certifications

Other Docs \ N / /
Notes 2018 PLATINUM ,
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2. Click the “Add a Form 990, 990-EZ, 990-N, or 990-PF” button

+ IRS DOCUMENTS

Upload your most recent 990 before it comes to GuideStar from the
IRS.

Form 990, 990-EZ, 990-N, or 990-PF

YEAR FILE ACTIONS
2009 Guidestar_2009_990_PD.pdf Delete
2010 2010-541774039-078e407a-9.pdf Delete
2011 Guidestar PD 990 2011.pdf Delete
2012 2012 Guidestar 990 Public Disclosure (2).pdf Delete
2013 2013 GuideStar Form 990 - Public Disclosure.pdf Delete
2014 2014 GuideStar Form 990 - Public Disclosure.pdf Delete
2015 2015 GuideStar Form 990 - Public Disclosure.pdf Delete
2016 Guidestar 2016 PUBLIC 990.pdf Delete
2017 Guidestar 2017 Public 990.pdf Delete

Add a Form 990, 990-EZ, 990-N, or 990-PF

3. Follow the upload instructions on the pop-up screen and click “Save”

Upload your most recent Form 990, 990-EZ, 990-N, or 990-PF before it
comes to GuideStar from the IRS.

Document Name | ‘

Year | ‘

File ‘ Choose File |No file chosen ‘

Note: What file types are allowed? File types permitted include
(doc, docx, pdf,.xlsx,.xls,.zip)
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Publish Changes Made to Your Profile

1. To publish changes made to your GuideStar Nonprofit Profile, click the “Confirm & Publish” link at
the top of the page

GuideStar USA, Inc. ==

Update Your Profile Confirm & Publish Benefits & Rewards View Public Profile

2. Check all certification boxes, toggle ON all relevant donation options, and click the “Publish now”
button located at the bottom of the screen. You will see your changes within 24 hours

Confirm and Publish

Review the terms and options below, and then click to publish. You're almaost there!

Program Terms

| certify that the information is accurate and up to date
| represent this organization and can make changes on its GuideStar Nonprofit profile

| accept the Terms of Use.

Donation Permissions

Do you want to receive donations through GuideStar's partners? Our partners include Facebook, Amazonsmile,
Network for Good, and over 200 others

nu. Allow donors to give to your organization through GuideStar's partners

Giving your permission is a critical first step to receiving donations. You still need to work with individual platforms
of your choice to fundraise on their websites.

T ] Add a Donate Button to my GuideStar Nonprofit Profile

By adding a Donate Button you agree:
A To NFG's Terms of Use

The Terms of Use include a transaction fee and owutline MFG's processes for distributing donations as a Donor
Advized Fund.

E. To use this donation functionality only on www.guidestar.org.
You will not copy,

%, transcribe, or merge the Donate Buttan or use the Donate Button on any ather

website or prop cluding your website. Your vislstion of these terms or the NFG Terms of Usa may result

in the revocation of your access to and use of the Donate Button and the associated functionality.

—

Support

To get more information on updating your profile, visit the GuideStar Support Center or
email support@guidestar.org.
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