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Introduction 
Hello and welcome to the Aunt Bertha community. We’re so excited you’re here! Our mission is to connect all 
people in need and the programs that serve them (with dignity and ease). So, we can’t do what we do 
without direct service providers. Direct service providers are so important to us, we created this guide 
especially for you!  
 
You may be asking yourself, “Am I a direct  service provider?”  If you founded, run, work for, or are otherwise 
engaged with providing a free or reduced cost social service to the community, then YES! Keep reading to 
learn about all of the features you have access to (for free!) on Aunt Bertha.com. 
 
Together we can address social issues and support the lives of your community, empowering community 
members to take advantage of programs that can improve their overall health, wellness and happiness. Thank 
you for what you do, and from all of us at Aunt Bertha--welcome!  
 
 
“So I’ve claimed my program. Now what?” 
Great question! We’ll show you here. This guide is your go-to to get started using all of the features we’ve 
created to help your organization get a greater impact from the work you’re already doing in the communities 
you serve. But first things first… 
 
 
Logging In 
Logging in provides you with access to additional features and functionality beyond just search. You will only 
be able to save your favorite programs, make referrals, etc. if you are logged in. Click “Sign Up,” enter your 
work email address and create a password. Remember to login each time you use the site to get access 
to all the great features in this guide and more! If you need assistance, please contact us at 
community@auntbertha.com. 
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Adding Your Program 
If there is a program that you would like to see listed in the database, let us know! 
 
1.  Click "Suggest Program" on the bottom right hand side of any auntbertha.com page 

 
 
2.  Enter the information of the program into the “Suggest a Program” form and click “Search.” This initial search will make 
sure that we don’t already list the program in the database. 

 
 
3.  Our Data Team will then verify if the program meets our requirements of being a direct social service that is offered 
at a free or reduced cost, and then add it to the database. Within 48 hours you will receive an email from our Data Team 
letting you know if the program was listed or if they have any additional follow up questions.  
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Claiming Your Program Listing 
Claiming your programs on Aunt Bertha has never been easier! If you founded, run, work for, or are otherwise affiliated 
with a direct service provider that has a program listed on AuntBertha.com, you can claim that program in just a few easy 
steps. 
 
1.  Go to www.auntbertha.com/claims 
 
2.  Enter the name of your organization or program, then click “Search.” 

 
 

3.  Select one of the programs you'd like to claim by clicking the “Claim” button. 
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4.  Select any additional programs you'd like to claim by checking the box to the left, then click “Claim Programs.” 

 

 
 
5.  Create an account by entering your name, work email, and password. (If you already have an account, use that 
password here.) 

 
 
6.  Click “Complete Your Claim.” 
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* If you have any questions, enter your email address and click “Get Help” at the bottom of the page 

 
 
7.  You'll see a confirmation that your programs were claimed. Check your email for the confirmation to activate your 
claim. 

 
 
8.  Check your email to validate your claim and click on “Activate your claims now!” 
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Who Can Claim and Edit My Program? 
 
Who can claim my programs? 
If you founded, run, work for, or are otherwise affiliated with a program listed on AuntBertha.com, you can claim that 
program. You do not have to be the Program Director or Executive Director to claim the program, but we do verify that 
the user attempting to claim is affiliated with the program. 
 
A single program can be claimed by more than one person, so multiple staff within your organization can have access to 
edit your program and use the free tools in our Provider Package. 
 
By claiming a program, you unlock the ability to update your programs’ information to ensure the right people are able to 
find your services easily as well as many free tools to help you put Aunt Bertha to work for you. 

Who can edit my programs? 
1.  Our data team updates the programs. They strive to do this every six months, but as we rapidly grow, we encourage 
claimed providers to update their programs when something changes. 
 
2.  And providers can update their programs too.  
 
At the time a program is claimed, we look to see if your information matches what we know about the organization you 
work for. If it matches, we complete the claim instantaneously. If the information is slightly different than what we would 
expect, our Community Engagement team takes a look and may contact you for more information. We take this combined 
approach to make claiming as easy as possible while also maintaining the security of your data. A user can only edit a 
program’s information if they have successfully claimed it on AuntBertha.com 
  

A note on data entry and security… For more information on how we update programs internally and how we manage 
our data, click here. 
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Editing Your Program Information 
To update your program listing on Aunt Bertha: 
 
1.  Click the “Settings” tab and select “My Program Listings” 

 
 
2.  Choose which program you’d like to update and click either the "Manage Hours/Locations" or “Review Listing” button 
on the far right. 

 
 
3.  For "Manage Hours/Locations": Update your listing’s information by clicking the "edit" button on the right.  

 
Then update any of the following fields: 
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4.  When you're finished editing, click "Save and go back" to save your changes, or "Discard changes" if you do not want 
to save any of your changes. 

 
 

5.  To add a new location, click "Add New Location," then follow the same instructions in Step #3.  

 
 

6.  To activate any inactive location, click "activate location" on the right hand side of your Inactive Locations listings. 

 
You can also deactivate any active location at any time by clicking "deactivate location" on the right hand side of your 
Active Locations listings. 
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7.  To edit additional information within your program listing, click "Review Listings" on the "My Program Listings" page 
(see Step #2). 

 
 
8.  For "Review Listings": Update update any of the following fields: 

● * To select multiple items from the drop down menu (i.e., services you provide and languages you support), hold 
down the "shift" key and select all the items with your mouse. 
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9.  When you're finished editing, click "Save and go back" to save your changes, or "Discard changes" if you do not want 
to save any of your changes. 

 
 

 

 

What are Next Steps? 
Aunt Bertha’s mission is to connect people in need and the programs that serve them (with dignity and ease). The “Next 
Steps” tab on each program card is a big part of how we do that, and is something that differentiates us from other 
resource directories.  
 
To us, finding a program to meet a need is just the beginning. The “Next Steps” are the immediate action items a person 
in need should take in order to receive services from a program. 
 
Examples include: 

● A food pantry who’s best next step is for the person in need to present at the location in person. 
● An agency who requires a person in need to call and verbally walk through an intake form with a case manager.  

 
Why does Aunt Bertha use this model? 
We recognize that every program has a different set of best practices someone looking for services should follow to get 
help. That’s why we allow providers to update their Next Steps and include an email address, phone number, or other 
option and indicate the best way to get in touch. 
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Connect Button 
If you are looking for services or navigating on behalf of someone else, you can use the Connect button on the Next Steps 
tab to let the program provider know you’re interested in learning more or getting help. After clicking the Connect button, 
you’ll be asked to fill out a short form to send information to the provider.  
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Making Referrals 
Aunt Bertha makes it easy to connect directly to services. Anyone can use the Connect button, whether for themselves, 
as a seeker, or on behalf of someone else, as a helper. 
 
1.  Log in and and search by Category or Keyword 
 
2.  Once you find a program you like for a seeker, locate the "Connect" button on the Program Listing 

 
 
3.  Select, "I'm interested for myself of my family" or "I'm referring someone else" 
 
4.  Enter your name and email address 
     a.  If you are referring someone else, also enter the name, email address and phone number (optional) of the person 
you are referring (the seeker) 
 
5.  Verify that you give or have consent to share this information from the seeker and click the, "Yes, I have consent" 
button. Then click "Send". 
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6.  If the agency has a screener form set up, answer the additional questions and hit "submit." 

 
 
What happens next... 
Searching for Yourself or a Family Member 
You can view and update the status* your connections by clicking "My Referrals" at the top right navigation. 
An email will be sent to the agency asking them to contact you with their intake information. 
 
If you were was able to submit a screener form, the agency will receive a notification on their account where they can 
respond directly to you through Aunt Bertha. 
  
Referring Someone Else 
You can view and update the status of your referrals by clicking "My Referrals" at the top right navigation. 
An email will be sent to your seeker from Aunt Bertha letting them know a referral has been made. Your seeker will be 
able to log in and see all of the programs to which they have been referred. From their seeker dashboard, they can update 
the status* of their referrals. 
 
An email will also be sent to the agency asking them to contact the seeker with their intake information. 
If your seeker was able to submit a screener form, the agency will receive a notification on their account where they can 
update the status of the referral and respond directly to the seeker through Aunt Bertha. 
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Viewing Referrals 
Inbound Referrals 
Referrals made to your agency or organization from a person in need of service or someone navigating on their 
behalf. 
 
1.  Click the “Referrals” tab and select “Inbound Referrals” 

 
 
2.  Choose which program you’d like to view referrals for in the “My Programs” menu on the left side of the screen. 

 

Outbound Referrals 
Referrals made from your agency or organization to another organization on behalf of someone in need of 
service. 
 
1.  Click the “Referrals” tab and select “Outbound Referrals” 
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2.  Choose who you’d like to view referrals for in the “My Referral Folders” menu on the left side of the screen. 

 
  
What are the other options on the screen? 

● Select the “Share” button in the top right corner to share the folder with the person you’re helping to finish 
making the referral 

● Select the “Edit” button in the top right corner to archive the folder if you no longer need it. 
● Select the “Print” button to print the program information for your records. 
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Updating Referrals 
Inbound Referrals 
Referrals made to your agency or organization from a person in need of service or someone navigating on their 
behalf. 
 
1.  Click the “Referrals” tab and select “Inbound Referrals” 
 
2.  Choose which program you’d like to update the referral status for in the “My Programs” menu on the left side of the 
screen. 
 
3.  Click the “Status” drop down menu to indicate if your agency was able to help the person the referral was made for. 

 

Outbound Referrals 
Referrals made from your agency or organization to another organization on behalf of someone in need of 
service. 
 
1.  Click the “Referrals” tab and select “Outbound Referrals” 
 
2.  Choose who you’d like to view referrals for in the “My Referral Folders” menu on the left side of the screen. 
 
3.  Click the “Status” drop down menu to indicate if the person in need of service got help. 

 
 
What are the other options on the screen? 

● Select the “Share” button in the top right corner to share the folder with the person you’re helping to finish 
making the referral 

● Select the “Edit” button in the top right corner to archive the folder if you no longer need it. 
● Select the “Print” button to print the program information for your records. 
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Editing Search Tags 

Add Search Tags 
To add search tags on Aunt Bertha: 
 
1.  Click the “Settings” tab and select “My Program Listings” 

 
 
 
2.  Choose which program you’d like to add search tags for and click the “Review Listing” button on the far right. 
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3.  On the Program Review page, scroll to the “Tags” section. 

 
 
 
4.  Click the box you would like to add tags for. *Note* There are two types of tags: What are the services” and “Who is it 
for”. You can update the tags for both types of tags using these instructions. 

 
 
5.  Select which category fit your program. 
     a.  Choose from the list of categories or type a search term in the box to see options. 
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6.  Choose from the list of categories or type a search term in the box to see options. 

 
 
7.  To deselect a subcategory, click the checkbox again. 
 
8.  The search tag has been added. 
 
9.  Scroll to the bottom of the screen and click the “Update Listing” button. 

 

Remove Search Tags 
To remove search tags on Aunt Bertha: 
 
1.   Follow Steps 1-3 for how to add search tags. 
 
2.  Click the box you would like to remove tags for. *Note* There are two types of tags: What are the services” and “Who 
is it for”. You can update the tags for both types of tags using these instructions. 
 
3.  Hover over the box you would like to remove tags for. 
 
4.  Hover over the tag you’d like to remove and click the blue highlighted “x”. 

 
 
5.  Scroll to the bottom of the screen and click the “Update Listing” button. 
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Saving Favorite Programs  
Favorite a Program 
Save programs to the Favorites section for easy reference later. Click “Add to Favorites” and create a new folder or pick 
an existing folder. 

 
 
View Favorites 
You can view the programs you have saved under My Favorites.  
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Setting Up Team Sharing  
Important Note: Aunt Bertha must add folder sharing to your account--simply email community@auntbertha.com 
and we’ll work with you to get started. 

 

Overview 
When logged into Aunt Bertha, you can create “Favorite” folders and share them among your staff. Once a Favorites 
folder is shared with a group, anyone can add their preferred programs. Since Aunt Bertha updates all listings every six 
months, the information is always up to date! 
Finally, by using the “Reviews” feature, staff can leave comments about the programs, sharing their experience with fellow 
colleagues from any location. 
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Sharing Your Favorite Folders 
You can share your Favorite folder with someone outside of your organization by email, or share with a group that you are 
a part of. 
 
You can rename your Favorite folder by clicking on Edit. 
Finally, you can print the entire folder containing your favorite listings all at once. 
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Now, the shared folder will appear in the favorites drop down menu, allowing anyone to add their favorite program to that 
folder as well. Now you have a curated list of your favorite resources that are always up to date! 
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Writing a Review 
To keep notes about programs, use the “Write a Review” feature. For example, you can note that an organization 
generally has great availability and keep track of helpful employees. 
You can keep your notes private or share with your group, giving everyone more information! 
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Utilizing Analytics 
Your Claimed Provider Dashboard is a snapshot of your program’s analytics on Aunt Bertha. Here, you’ll be able to see 
and download information such as the number of times your program showed up in searches on Aunt Bertha, the number 
of people who viewed your program, and more. 
  
How to access and use your Program Activity Report 
 
1. Click the "Analytics" tab. 

 
 
2. Select “Claimed Provider Dashboard” by clicking the “View Report” button. 

 
 
 
3. Choose which program’s report you would like to view, as well as the date range and aggregation of the report by 
clicking “Filter” in the top left corner. Once you have made your selection, click “Apply”. 

 
4. Check out all the impactful analytics related to your claimed programs, like… 
 
How many people are searching for and interacting with your program on auntbertha.com: 
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See what months people are searching for your programs and what actions they’re taking on your listing: 

 
 
See what zip codes people searched to find your programs: 

 
…..and a whole lot more! 
  
5. Edit, search, or export parts of the report by clicking the “More Options” menu in the top-right corner of any analytics 
graphic. 
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Adding an Aunt Bertha Widget to Your Website 

 
1.  Confirm back-end access to your website. 
     a.  Good resources for this might be your organization's IT department or webmaster. 
 
2.   Go to about.auntbertha.com/widget and fill out the quick form so we can best assist you and customize your widget. 
 
3.  Once the widget has been embedded on your site, add helpful language to tell your users what the widget is and how 
to use it. For example: 
“This free search tool is offered through our partnership with Aunt Bertha. AuntBertha.com helps people find and connect 
to social services across the United States like food pantries, housing, job training, credit counseling, and more. Just type 
in your zip code to start searching!” 
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Provider FAQs 
 

1. Why would I list my program on Aunt Bertha? 
Listing your program allows more of the right people to find and connect with your services. Through a 
quick zipcode search, people in need (we call them seekers) can easily find the services they need  in 
their area. We know you’re already doing amazing work in your community--increase the impact of that 
work by listing on Aunt Bertha today.  

 
2. What is “claiming” my program? 

Simply, claiming your program makes you the “keyholder” to the listing on AuntBertha.com. It unlocks 
free features like: the ability to update your program’s information (location, hours of operation, 
availability, eligibility requirements, etc), managing referrals in real time, and access to Aunt Bertha’s 
customized reporting and analytics tool.  

 
3. How do I claim my program? 

It’s simple! Head over to auntbertha.com/claims to get started. Follow the how-to guide here if you need 
more help. 

 
4. What happens after I claim my program? 

Well first, great job and thank you! You’ll be hearing from a member of our Community Engagement 
team soon who can act as a resource for any questions you may have about the new free features 
you’ve unlocked. You can also head here (about.auntbertha.com/provider) for more information and 
how-to’s. Still not finding what you need? Email us at community@auntbertha.com! 

 
5. What are the benefits of claiming my program? 

Claiming your program has tons of great (and free!) benefits and we’re constantly working on more. 
When you claim today, you… 

1) Will have the ability to get the right information about your programs to people in need by easily 
updating key information, like: your location, hours of operation, availability, eligibility 
requirements, supported languages, etc. 

 
2) Will gain access to free tools to help you help others, including: 

a) Referrals and outcome tracking 
b) The ability to link to an eligibility screener or your own online application 
c) Analytics of what programs and services people are searching for in your area, which 

can be exported for use in impactful presentations and funding applications 
d) NEW! Team sharing of favorite resources 

 
3) You will be identified as a Claimed Provider on AuntBertha.com with a badge on your program 

listing, helping you stand out as an engaged and valid resource. 
 
Are there other features you wish were in Aunt Bertha?  Want to help make an awesome product even 
better? Suggest changes or enhancements by sending an email to community@auntbertha.com. 

 
6. How much time does it take to manage my listing? 

Updating your listing is easy and only takes a couple of minutes. Follow the how-to-guide here. You 
only need to update your program’s listing when something has changed. Have you moved to a new 
office? Changed your eligibility requirements? Is your availability full? Just a couple minutes lets people 
know your program’s most up to date information. 
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7. How much does it cost to list/claim my program? 

Listing and claiming your program on Aunt Bertha is FREE! At Aunt Bertha, our mission is to connect all  
people in need and the programs that serve them (with dignity and ease). That means the more 
programs we can list on Aunt Bertha, the more that people in need can find the services that they 
deserve. 
 

8. My organization is really small. How can Aunt Bertha help me? 
Aunt Bertha helps organizations of all sizes. We know it’s not about driving the most people to your  
program, but driving the right people to your program. Claiming your listing allows you to fine tune your 
program’s search details, so people can find out if they’re eligible for your services even before talking 
with you. At the same time, updating your listing takes just a few minutes and is only necessary when 
something has changed within your program. 

 
9. My organization is really large. How can Aunt Bertha help me? 

Aunt Bertha works with organizations of all sizes. As a large provider, we know that impact is important 
to you. Claiming your listing allows you to use the reporting tool to access customized data like how 
often your program has shown up in searches and how many seekers received help from your 
program. Additionally, you can manage the referrals for all of the programs offered by your organization 
in one, centralized location. 
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