Volunteer Matters Quick Reference Guide
-Volunteers-

Welcome to Volunteer Matters! Using this website you will be able to sign up for volunteer

opportunities, remove yourself from your assign
opportunities we have to offer!

To use this feature, you will need to use a comp

ed shift, and see what other volunteer

uter that has access to the internet.

First, open a web browser such as Internet Explorer, Mozilla Firefox or Google Chrome and

enter in the web address:

www.volunteermatters.com/sunsetplayhouse

On this page you will see two options for

signing in: one for Registered Users and one
for New Users.

As an existing volunteer with Sunset
Playhouse, we will assign you a user name and
password, so you will be logging in through

the Registered Users Login /
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by clicking the blue Login button.

Once you click the blue Login button, you will see:

“login

Enter vour Username and Password

Remember Me

Click here to recover your username

Click here to reset yvour passwaord

LOGIN | clear

Please enter the username and password you
were given in the corresponding boxes.

After you have logged in the first time, you
can change your password to one that is
easier for you to remember.

Please note: Sunset Playhouse will not have a
record of the passwords for any volunteers. If you
forget your password, you will need to follow the
onscreen options to recover or reset your
password.



http://www.volunteermatters.com/sunsetplayhouse

When you log in you will be taken to the home screen, which will look something like this:
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Upcoming Assignments

819112 Front of House Pretend Show 1:33 PM - 2200 PW

8i22112 Front of House Pretend Show  7:00 PM - 9:00 PM

. e ndar

E 1da
Calendar to test how things work

Sunset Playhouse

What you see on this screen:

On the left side of the screen will be the list of all of the volunteer shifts you are assigned to. If

there is nothing in this section then you are not signed up to volunteer yet. On the right side
of the screen is a list of all of the volunteer calendars at Sunset Playhouse. Clicking on any of

these calendars will take you to more information about that particular calendar.

At the top of the home screen, there are five icons that will appear at the top of every page.

©

. #=== Home will bring you back to the home page.

35|

2. ==y Directory will bring you to a list of the names of all of our volunteers. At this

time, there is no contact information associated with any volunteers. In the future, we

may have the option of giving you a directory that will include some contact information

for volunteers who wish to be listed.
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3. **  Me will bring you to your personal volunteer record.

opportunities in calendar form.
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=20 Log Out will log you out of the volunteer matters website.

- Volunteer takes you to a full calendar that will include all of our volunteer
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Clicking on Me ™=

Your profile page will look something like this:

brings you to your own personal volunteer record.
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Home  Directory M= Volunteer  Log Out
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My Profile

My Info Status Interaction Valunteering

Name: Tucker, Michelle
Contact ID: michelle
Artendance ID:
Contact Since:
Birth Date:
Nickname:
Mailing Name:
Previous Name:
Contact Status: Active
Email: michelleté12@agmail.com

Alrernate Email:

[ Hedit

Basic Contact Information

[ Hedit

Telephone

*Daytime: (414) 243-5271

gp | new

Resident:

Custom Contact Information

In the profile page, there are four tabs.

My Profile

My Info Status Interaction

Yolunteering

The main screen is “My Info” where you will see your contact information as we have it.

[. “My Info”

2. “Status”

3. “Interaction”

4. “Volunteering”

You

are able to edit any of this information. If we have something wrong or if you move, you have

the ability to change your information.

| Hedit

To edit any information, click the “edit” icon on the bottom left corner of each
information block. Please note: If you move, you should tell us, (by phone, email, in

person, or by postal service) so that we can update the information in our ticketing system as well.



The Status Tab simply reflects your status as a volunteer: potential, active, or inactive. Your

status page should read “active”.

My Profile

Wy Info Status Interaction Volunteering

Michelle Tucker
Current Contact status
Status Since
“Adive  Augs, 2012
Contact status History
As of Date Status
1 Aug 6, 2012 Active

The Interaction Tab will list any communications or attendance information that has been

recorded in our system:

(Tucker, Michelle)

My Profile

My Info Status Interaction Volunteering

Michelle Tucker

Communication

Date Time Type Subject HNotes

Attendance

Date Time Type Subject Hotes

The Volunteering tab will list all of your volunteer shifts:

My Profile

My Info Status Interaction Volunteering

Michelle Tucker

view :@ All Volunteer Interactions - Past Present, and Future

2 total record(s) found. Page 1 of 1

Results per Page 2}
Export List

Name Status Scan ID Parent Contact

Tucker, Michelle Active

Front of House: Pretend Show

Tucker, Michelle Active

Date Start Time End Time Type
1 81912 1:33PM 2.00PM Volunteer Shift
2 8/2212 7.00 PM 9:.00 PM Violunteer Shift

Front of House: Pretend Show

2 total record(s) found. Page 1 of 1
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When you click on the “Prefs” icon you
will be directed to “My Preferences”
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My Preferences
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Directory sername  Password

where you will see three choices:

I. Directory
2. Username
3. Password.

Directory brings you to a page where you can opt out of having your
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birthdate and nickname listed in the online directory. You can also choose to
completely remove yourself from the online directory. Please Note: This

does NOT remove you from our database, but simply makes your information

Directory

invisible to other volunteers using the online directory.

Username allows you to change your username.

sername

Password allows you to change your password.

Password
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Volunteer  Log Out

Home  Directory — Me

Me

The “Assigned” icon

My Shift Assignments

view [f] DefaultView - 4'03

2 total record(s) found. Page 1 of 1

Status End Time

Calendar Shift Date Start Time

brings you to a list of
your assigned
volunteer shifts.

Max Slots  Assigned Count

1 FrontofHouse  Pretend Show  Released  2012-08-09  1:33PM 200PM

1 1

2 FrontofHouse  PretendShow  Released  2012-08-22  7:00PM 9:00 PM

10 1

2 total record(s) found. Page 1 of 1




How to sign up or withdraw from a volunteer shift. From main bar of icons at the top of
the screen, highlighted in green, select the “Volunteer” icon.

volunteermatters
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This icon you will be brought to a page that looks like this:

Sunset Playhouse

volunteermatters
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% \c‘v;]h ? [Tucker, Michelle)

@) mast - 212 [50](®)
_ Sun Mon Tue Wed . Thu . Fri Sat

29 30 £ Frant of House: Swest Front of Houss: Swast Front of House: Sweet Front of House: Swest
Calendarl¥ [ Charity 8:30 P Charity 8:30 PM Charity 7:00 P Charity 7:00 FM
Actors and Stage

Managers

¥ costume Sitters

[ costumes - =
B Front of House: Sweet & 7 3 Fro

[l Dressers Charity 1:00 PM rS"

[¥IFront of House

L\ghtElaard

L\ghtHang

[ night call

Props Crew

[V gchool for the Arts

Stage Presents

[ Test calendar

& save
& 19

20 Fal 22 Front of House: Fretend 23 24 25
Show 7:00 PM

Legend

o @ Lockeaby

® Shift is within Lock-out period 28 27 28 S Front of House: Preteng || 30 31 1
® Shiftis T Show 7.00 PM

® Shiftis available for sign-up

On the left side of this screen, you will see a list of all of our volunteer calendars. Unchecking
or checking these will change what you see in the calendar on the ride side of the screen.

For example, if you only want to see the Front of House volunteer opportunities, you should
uncheck all of the other boxes and only have “Front of House” selected.

e Shifts in red are no longer available for sign up.
e Shifts in grey are shifts that are full.
e Shifts in green are available for sign up!



When you click on a shift, you will be directed to a page with specific information about that

volunteer shift:

volunteermatters
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Home  Directory W=
Volunteer
Calendar View  List View
Volunteer Shift Detail

Front of House (Active)

Name Pretend Show
Description

Date Aug 22, 2012
Locked-in Date; Aug 20, 2012
Locked-put Date: Aug 20, 2012

Start 7.00 FI

End 9:00 PM

Status Released

Assigned 010

@ Sign Up Now!

Name tells you the name of the show. In
this case, you can see the name of the
show is “Pretend Show.”

Description is where we would have a
specific message for you about that
particular show or shift.

Date shows the date of the volunteer
shift.

Locked-in and Locked-out dates are the
deadlines for when you can add or remove
yourself from that shift within Volunteer
Matters. After this date, you must contact
the House Manager to sign-up or withdraw
from a shift.

The Start time and the estimated End
time are also listed here. Please note that
the start time is the time that you should
arrive at Sunset, not the time the show begins.

The Status of the shift will either be
released or locked. You can only sign up
for shifts that appear released.

The Assigned number reflects how many
people have signed up for a shift. It also
indicates how many volunteers we need
for that particular shift. For example, 0/10
means there are 0 volunteers signed up for a
shift that requires 10 volunteers.

To sign up for a shift you would click the “Sign Up Now!” icon:

@ Sign Up Now!




When you click the icons, you will then see:

Are you sure you wish to volunteer for this shift?

oK | [ Cancel

Confirm that you want to sign up for the shift by clicking “Ok.”
You have now signed up to volunteer!

Once you have confirmed that you want to volunteer for that shift, the screen will then look
like this:
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Valunteer
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Calendar View List View

Volunteer Shift Detail
Front of House (Active)
If you have a conflict, you may withdraw from
Name Fretend Show A .
Descript the volunteer shift. To withdraw from an
escription
Date Aug 22,2012 assigned shift, simply click the minus withdraw
Locked-in Date: Aug 20,2012 < button at the bottom of the screen. You will
bocked-out Date: Aug 20, 2072 / be asked if you are sure you want to withdraw
Start 7:00 PM
M . ‘6 ”» .
End 900 Pl from the shift. Click “ok” to withdraw
Status Released yourself from the volunteer shift.
Assigned 1/10 k

@ ¥ signed up for this shift . . .
ouare signed dp for You will receive automated emails whenever you

sign up or withdraw from a shift.

Assignments
Name
1 Tucker, Michelle writhdraww

And that’s all there is to it!



