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 assigned shift, and see what volunteer opportunities we have
to offer!

The web address for our account is:

www.volunteermatters.com/sunsetplayhouse

On this page you will see two options, one for Registered Users and one for New Users. As an existing
volunteer with Sunset, we will assign you a user name and password, so you will be logging in through
the Registered Users Login. Once you click Login, you will see
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Enter your Userremme and Password
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Please enter the username and password you were given. Once you have logged in the first time, you
can change your password to one that you will remember. Please note, Sunset will not have the
passwords for any volunteers, so if you forget your password, you will need to follow the onscreen
options to recover or reset your password.

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


http://www.volunteermatters.com/sunsetplayhouse
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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. On the right side of the screen is a list of
all of the volunteer calendars Sunset Playhouse has. 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.

e Home will bring you back to the home page.

e 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.

e Me will bring you to your personal volunteer record.

e Volunteer takes you to a full calendar that will include all of our volunteer opportunities in
calendar form.

e Log Out will log you out of the volunteer matters website.
More About Those Icons

e C(Clicking on Me brings you to your own personal volunteer record. It will look something like
this.



My Profile

My Info Status Interaction Volunteering
Basic Contact Information
Name: Tucker, Michelle *Daytime; (414) 243-5271
Contact ID: michelle ﬁm
Amnendance ID:
Contact Since:
Birth Date:
Nickname: "
ok | new

| Hedit

Mailing Name:
Previous Name:

Contact Status: ~

Email: v
Alternate Email:

If you cli

On the My Info page, there are three sections: profile, prefs, and assigned.

In the profile page, there are four areas. The main screen is “My Info” where you will see your
contact information as we have it. You can edit any of this information, so if we have something
wrong or if we move, you have the ability to change your information. Please note that if you
move, you should tell us so that we can update our ticketing system as well.

o To receive updates about specific departments: You need to edit your interests in your
profile located on Volunteer Matters. Simply, click the edit button located under Skills
and Interests in your profile. Once the box with all of the choices loads, check all
INTERESTS you would like to receive updates on. If you would like to add special skills,
feel free to click on those in the SKILLS box. Once you have clicked all that apply, click
the UPDATE button to save all selected choices to your profile.

The status tab simply reflects your status and should read “active”.

The interaction tab will list any communications or attendance information that has been
recorded in our system.

The volunteering tab will list all of your volunteer shifts.

ick on “Prefs” you will again see three choices: Directory, Username, and Password.

Directory brings you to a page where you can opt out of having your birthdate and nickname
listed in the online directory. You can also choose to completely remove yourself from the
online directory. This does NOT remove you from our database, but simply makes your
information invisible to other volunteers using the online directory.

Username allows you to change your username. Likewise, Password allows you to change your
password.

The “Assigned” tab brings you to a list of your assigned volunteer shifts.

The last

area that you will see is the Volunteer section. When you click this icon you will be brought to a

page that looks like this:



e Sonmnas L il

irribye) vhet e

rlarbears s i na

1 gmal B Fecazoo: B baat B wendesgrounz ) congle T i o8 Garasy 48 ebeben i Educaoa 8 Yzt

“volunteermatters

valinteer manggement made eosy!

% o2 3 P

i

Labs Waln
svormar  log e
Vasaze
T I e L [
T Ein e vied il Sar
@ amie
R -~ T [y (i |[frer -
CabndarF T Lundy i b L 33 B |
Il acturs. 2n Slaps Barager
Bl
[ el =1 zare v € L r'-.-n.- e Prm |1-:. A
|rak- rEp Sexw 1:30TH
- " " = N =
L Stage Plaseits
L P
W amve
) = tz".—."-.ﬂll.'\u:"uuw if2a Bl k2
farow T 7

o e oemmaws L1 (AL e e

1 gmal B Fecazoo: B baat B wendesgrouns [ congle T8 i o8 Gimnesy 48 shebea il Educdoa 8 vzt

@ o)

bt b |

o1& i S s Vornagae
Flezebina Sl

[RCEE R

Fivasxarns

[FIEeart s

it nirSasm

1 grHang

tn

[ v of Howwm: Sl
o 7o Tl

o | i Theant |+

Tl o S
CEmky T XA

ol #

* B lrroe by sore e
* oplnowlle el gl

® Sk salnze B ogap

i

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 on the ride side of the screen. For example, if you only want

to see the Front of House opportunities, you should uncheck all of the other boxes. At this point, the
only shifts available on the calendar will be for Front of House.




Shifts in red are no longer available for sign up. Shifts in green are available for sign up. When you click
on one of these shifts you will be taken to a page with more information about it.
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In this case, you can see the name of the show “Pretend Show.”

If we have a particular message for you about a particular show that would appear next to description.

The date of the shift is listed, followed by locked in and locked out dates. These 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 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.

To sign up for a shift you would click

@ Sign Up Now!

Then you will see:
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Click “Ok.”
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The screen will then look like this:
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To withdraw from an assigned click you simply click the minus withdraw button at the bottom of the

screen. You will be asked if you are you are sure. Click ok.

You will receive automated emails whenever you sign up or withdraw from a shift.

And that’s all there is to it!



