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Welcome to Timebanking UK 

 

This handbook explains how to use our Time Online 2 (TOL2) software, which will help you 

exchange hours with other members of your time bank. Whether you want to Offer or Request help 

with an activity, or both, TOL2 makes it easy to find members to exchange hours with, and to keep 

track of your timebanking history. 

 

Joining the time bank 

 

Log in to TOL2 using the webpage address given to you by your broker. This is usually in   the 

format below and will include your time bank name:  https://tol2.timebanking.org/yourtimebankname 

• Click on the JOIN button and register for an account, accepting the Data Policy and Terms & 

Conditions.  

• When you have filled in your details you will need to wait for an email confirmation and then 

will be asked a further series of questions.  

• Once your membership has been approved you will receive a notification and become a full 

member of the time bank and will be able to start exchanging with other members. 

Logging in for the first time if set up by your co-ordinator 

• If your broker or coordinator sets you up on the system, the first time you try to log in, click 

‘forgotten password’ and an email will be sent to your registered email address; click the link 

to set your new password. You can do this at any time if you forget your password. 

• Once you’ve logged in, your homepage will probably look like the one below – though the 

contents will differ from time bank to time bank:  

 

  

Please note: There is a ‘Contact the Timebank’ button at the top of the page in case of any 

problems. There is also the email and telephone number of the time bank at the bottom in the 

footer.  
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Offers and Requests 

You can view Offers and Requests in either ‘grid’ or ‘tile’ view. You can toggle between view types 

by clicking the red button at the top that says either ‘Tile view’ or ‘Grid view’.  

In tile view (below, top), when you hover your mouse over a tile, it will flip over to show more detail.  

The grid view (below, bottom) shows the information for Offers and Requests from everyone in your 

time bank in the form of a list. 

 

 

 

 
 

 

You can filter results to see a range of Offers/Requests; for example, to see only Offers and 

Requests relating to arts and crafts. 
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Creating an Offer or a Request 

Click on  and you’ll see the screen pictured below: 

 

• Click on I am Offering my time or I am Requesting some help as appropriate. 

- Where it says ‘Title’, type in what you’d like to Offer or Request; it might be something 

like ‘Painting’. 

- Choose from ‘Category’ and ‘Activity’ – so ‘Painting’ would be in the category ‘DIY / 

Gardening’ and the activity would be ‘Painting & Decorating’. 

- You can choose a timeframe, so if you’d like to have your wall painted in the next two 

months, you can set ‘Start’ and ‘Expire’ accordingly. The timeframe defaults to three 

months from the date entered. 

- ‘Est. hrs’ is how long you think the activity will take, or how much time you’re willing to 

donate – you choose how many hours using the arrows or typing a number. 

- ‘Number available’ is how many times you’d like to provide or receive the activity. So if 

you’re offering an hour of wall-painting and are prepared to do it four times, you’d click ‘4’ 

here. If you’re offering the activity and are prepared to carry on doing it as many times as 

are required in the specified timeframe, tick ‘open ended’. 

-        Use the description box for more information about your offer/request. Please note that    

something MUST be written in this box in order to proceed. 

- If your time bank is linked to another, you’ll see a box at the bottom of the screen. If you 

tick it, members of the linked bank can see your Offer or Request. 

• When you’re happy with everything you’ve entered, click  / . 

• When a member accepts your Offer or Request, you’ll receive an email prompting you to go to 

your account and see who has accepted your exchange. The next step is to arrange for it 

to take place. 
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Accepting an Offer or Request 

The icon  appears at the end of each row in grid view or at the bottom of the tile in tile view – 

click on this to show details or accept the offer. With an Offer, you’ll see the screen below: 

 

If you click on a Request, you’ll see the screen below: 

To ask for more information, click on . You’ll both be able to see your message, as 

will the time bank’s brokers. 

Once you’re ready, click on  to accept the Offer / Request and confirm you’d like to do the 

exchange. A message will be sent to the other member and they’ll receive an email prompting them 
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to check their messages. They must now confirm they’re ready to proceed with the Request / Offer 

– you can contact them to arrange specific times or ask any further questions. 

Seeing your Offers and Requests 

To see your Requests and Offers at any time, go to  and then to ‘My Exchanges’ – see 

below for an example of how this will look: 

 

On the far right, in the column next to ‘Status’, you can see five icons. You use these to manage the 

exchange. 

Once an exchange is complete, click on  and you’ll see the completion screen (below).  

 

Check the details are correct, click on  . The ‘My Exchanges’ page will be updated to 

show that the exchange is completed (see below). If you don’t want to complete the exchange 

now, click . 
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Members and messages 

Click on  to see a list of the members of your time bank. 

 

Clicking on the Show Profile icon  to see other members’ profiles.  

To contact another member, click on this icon: It will open a messaging window so you 

can contact another member of the time bank directly to ask a question or confirm details. 

Please note: As well as the members sending and receiving, the time bank’s brokers and 

administrators can also see the messages. 
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• When you’ve written your message (above) simply click on … 

• The recipient will receive an email to notify them that you have sent a message – they can 
only respond by going back into this software system. 

• … the recipient will see something like this:  
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• You can then reply, as in the example below:  

 

 
 
 
  



On every page of the website there’s a  button. You can click on at it any time to find out what you 

can do on that page, and what the icons on the page mean. 

 11 

Using ‘My Account’  
 

Clicking on brings up a drop-down menu of options. 
 
My Exchanges 
 
Clicking on this opens a page showing the Exchanges you’ve done. 

- Exchange Date – when the exchange took place 

- Name – this is the name of the activity (such as ‘painting bedroom wall’) 

- Gave time – this tells you who ‘gave’ or ‘will give’ the activity 

- Received time – this tells you who ‘received’ or ‘will receive’ the activity 

- Est. hrs – estimated hours the activity took or will take 

- Act. hrs – After the exchange, you can alter this if you wish to show how long the 

activity actually took.  

- Status can be: 

 Open (the exchange has been advertised, but no one has responded yet) 

 Pending (someone has responded but members have not agreed details) 

 Accepted (both members have agreed details and are ready to proceed) 

 Completed (the exchange has happened – actual hours have been logged) 

- The final column shows either five or six icons, depending on your time bank’s 

settings: 

  Change details of any exchange you posted. 

  Give feedback on the exchange – this can only be seen by the members involved 

in the exchange and the broker. Not all time banks use feedback. 

  Confirm this exchange – click when you’re ready to proceed. 

  Remove the exchange from the system. 

 Send a message about the exchange to another member. 

 Mark an exchange as completed. You can only click on this once the exchange 

has been confirmed by both members. If a member changes the details, both 

members must confirm the details before you can complete the exchange. Hours 

are only logged on your account once the exchange has been completed. 
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Summary / Show overview 

 

Next under is ‘Summary’. Here you can see a graph of the hours you’ve provided 

or used – see below. You can also see this by clicking on  under ‘My Exchanges’. 

 

 
 

Account Balance 

 

This shows the total amount of hours Offered (and exchanged) and Requested (and 

exchanged). The screen here will look similar to the one below: 
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Profile 

 

Next in the menu is ‘Profile’, which tells other members who you are. 

 

From here, you can move to pages where you can edit your profile, change your password, 

and change your preferences. Clicking on ‘Edit Profile’ will bring up the following page: 
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Here you can upload a picture and write a bit about yourself – it’s useful for other members 

to know who they’re exchanging time with. You can change your password and hide Offers 

and Requests when you’re not available – if you’re ill or on holiday, for example. This stops 

your Offers and Requests being shown; however, any exchanges that have already been 

agreed will still be in the system so you won’t lose track of them. 

 

 

Online Member Guide 

 

Finally, you may already have found the ‘Member Guide’, the last option under  

That brings you here to this Guide – we hope you find it useful. Please email us at 

tol2@timebanking.org if you have any feedback. 

 

 

Happy Timebanking!
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