
My OneFlow Registration 

Office of Community Wealth Building 
1. Using your internet browser (Microsoft Edge works best), visit 

https://cityofrichmond.myoneflow.com/oneflow/ocwbrSiteHome.aspx 

 

2. Select Adult Registration  

 

 

3. Create your OneFlow Account by completing the registration form then click SAVE        
a. (if you receive an error message stating “SSN already in use,” please contact us at (804) 646-

0984)  

  

https://cityofrichmond.myoneflow.com/oneflow/ocwbrSiteHome.aspx


4. Select I Agree to the data and license agreement 

 

 

5. Click Next to watch the Orientation video that will explain some of the services we can provide to you

 
 

6. Once the video has completed, select Next

 
 

 

 



7. Confirm that you watched the video by selecting Yes then click Next 

 

8. Select Close (top right) 

 

9. Verify the information on the questionnaire, then select Next (repeat for next page) 

 

 

 

 

 

 

 



 

10. Enter the contact information for your emergency contact.  
11. Enter YOUR demographic information and select Next 

 

12. How did you hear about us? (If your answer is not listed, check OTHER and enter your answer. Click 
Next 

 

 

 

 

 

 

 

 

 

13. Enter your highest level of Completed Education  
a. (if you did not finish High School, select the corresponding option) 

 

 

 
 



 
14. Enter your Household Size for Family Size.  

a. If you live alone enter “1” 
15. List the names of all household members.  

a. If more space is needed, select “Add Another.” 

 

 

 

 

 

 

 

 

16. Answer whether you receive the following services, then select Next 
 
 
 
 
 
 
 
   
 
 
 
 
 

 
17. Enter your employment status, then select Next 

 

 



18. Enter your information related to the last day of employment and income 
a. This section will appear if you selected NO  to the previous question 
b. “Monthly Income” includes SSI/SSD 
c. If you do not know the exact date you last worked, please make a rough estimate 

 

 

19. Select I Agree to the OCWB Workstation Guidelines, then click Next 
a. Explains the rules and expectations of our Computer Lab 

 

 

 

 



20. Select I Agree to the OCWB Program Disclosure and Release Form, then click Next 
a. Allows OCWB to use the information you have provided to assist you in receiving the assistance 

you requested  

 

21. Click Next 

 

22. Click the Sign button for the [first] document to complete the signature  

 



23. Once the document opens, scroll to the Bottom of the page, Click Sign (most likely in the bottom left) 

 

24. Sign in the dotted area using Click and Drag,  
25. Once the document is signed, Check the green box (if available), click Done 

 

26. Once the document is signed, scroll back to the top of the page and click Close (top right)  

 

 

27. Repeat steps 22-26 for the next 2 documents with the Sign button 

 

 

 

 



28. Once all documents are signed, you should “View” in the same place it previously said “Sign” 
29. Select Close  (top right)  

 

30. Your screen should now look like the image below. This signifies your registration and intake are  
Complete  

a. You will now be awaiting contact from your engagement specialist. They will schedule your initial 
meeting and help to create your path to success. Please keep a check on your phone and email.  

 

31. You will see that it asks for certain documents (only focus on those that pertain to your situation). 
There are 3 ways to submit these documents: 

a. Upload the documents online (scanned file or upload a picture)  
b. Bring them in person during your initial meeting with your engagement specialist 
c. Bring them to our offices prior to your meeting with your engagement specialist.  

 
32. Upon completion of the intake, you should have 4 separate emails from Office of Community Wealth Building  

 


