
Step 1:  Log in with email and password.  You will land at your personal dashboard. View Your Balance, 
Transactions. Offers, and Requests. “Activity” shows the activity of all members. 

 

 

Best Practice:  Keep your offers current. Extend the due date (edit the offer), when possible. 
Best Practice:  Read your Inbox. You’ll find Direct Messages from other members. 

 

Step 2. Click on the Requests tab.  See all requests that members have made and when requests expire. 
(Likewise, click on Offer, Directory or People). To make a request, click on the “Add New Request” button. 

 

Step 3.  Make a Request by click on the blue “Add New Request” button. You’ll a screen like this: 



Best Practice:  Use the search bar to find a particular topic for a request or offer. 

 

 

Step 4.  After posting your request or offer, log in frequently to check your Inbox for responses. Direct 
message those who contact you. Communicate whether (yes or no) you will do an exchange. Agree on 
terms of the exchange. Respond to all who contact you.  

Step 5. If you received a service or good, go to their message in your Inbox. Click on their name. Credit 
them in hours (e.g, 0.25, 1, 2.5). If you have problems giving or receiving credit, and have tried 
unsuccessfully to resolve the issue with the other timebanker, then contact support@bace.org. 

 


