How To Create an Online Sign-Up Sheet for Your Event

1- Go to the Admin page and click on Edit Events (Don’t click on Events 2.0 – it doesn’t have a volunteer sign-up module).
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2- Create an event.

Make sure you have a Captain designated

Click Save
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Notice: We have made 3 slight modification within this Event editing tool. Within this area you will be unable to add an image to your
event listing. If you require to have images included with your Event listing, we recommend creating your event using Event Planner 2.0.
We apologize for any inconvenience caused by this change.

Event Name |SteakFest
Event Details
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3- Click on Services for that event.

(You can also do this for an event already in the list.)
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Please Note: We have upgraded the events module from this current version to Events 2.0. We encourage you to add new events in the
new version by clicking on Events 2.0 or by clicking on Add New Event 2.0 below. Note that the Volunteer module is not available in
Events 2.0.

Events created in the new version will appear on your home page automatically, as well as the new Dynamic eBulletin. They will not
appear in any Version 1 home pages or eBulletins.

Add New Event | Add New Event (V2.0)

Event name Capta Date
SteakFest Wayne Overbo Sep 27 2013 Services | Edit | Delete
Rotary Roses Ticket Sales Paula MacFadyen Sep 62013 Services | Edit | Delete

Lobsterfest 2013 Allison Kincaid Jun 8 2013 Services | Edit | Delete




4- Click on Tasks & Volunteer Management
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5- Click on Add New Task in the upper right corner
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SteakFest Add New Task

Here you can create volunteer tasks along with their own time slots, and manage your volunteers. Create a new task, and for each

task create time slots (or sub tasks) with a specified number of volunteers needed. Then send out a Request for Help email to your
club members or other clubs in the District. People can then book themselves directly for your tasks.

I Retwn W[ volunteer summary | Task Summary | vVolunteer Contact |





6- Create a task.  
You can have any number of tasks set up for one event.  Examples: Set up Tent, Unpack Cooler Truck, Beer Table, Lobster Cracker, etc.

For each task you need a Chair Name, the club member in charge of that task.  Their email and phone (and fax) comes up automatically if it’s present in the club directory.

You can have the same person be the Chair for any or all the tasks you will create.  It can also be yourself.
After you are done, click Save
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7- Now you will see the task listed (this one is called “test”).

Click on Add New Time Slot.
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SteakFest Add New Task

Here you can create volunteer tasks along with their own time slots, and manage your volunteers. Create a new task, and for each
task create time slots (or sub tasks) with a specified number of volunteers needed. Then send out a Request for Help email to your
club members or other clubs in the District. People can then book themselves directly for your tasks.

Task: Set Up Tent  (Edit|Delete)

Task Chair: Ryan Wickenheiser Add New Time Slot
No. of
People

Description Date Schedule Volunteers Actions





8- It’s important to note that the description within each new time slot is really a “note” or sub-description you can put in for just that time slot.  You don’t have to put anything in, this is still a time slot within the “Set Up Tent” task.

9- Remember to put the number of people you need for this task, in this time slot.

You may have more than one task going at the same time, so you are able to create multiple tasks using the same or overlapping times.  However, it’s generally a good idea WITHIN each task to have time slots that follow eachother, ie: 1-2, 2-3, 3-4, etc.  The exception is if you want overlapping workers, such that one time slot is 1-2, the next is 1:30-2:30, the next is 2-3, etc.

When you’re done with this time slot, click save.
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10- You have to click on Add New Time Slot for every time slot desired.  Unfortunately there is no way to set up all the time slots on one screen.

The system doesn’t sort times, so the order you enter them in is the order they will appear.  For ease of management, try to have all your time slots decided before you start, and start at the top.

When you’ve created all the time slots you want for this Task, hit Return
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SteakFest Add New Task

Here you can create volunteer tasks along with their own time slots, and manage your volunteers. Create a new task, and for each
task create time slots (or sub tasks) with a specified number of volunteers needed. Then send out a Request for Help email to your
club members or other clubs in the District. People can then book themselves directly for your tasks.

Task: Set Up Tent  (Edit|Delete)
Task Chair: Ryan Wickenheiser Add New Time Slot
No. of

Description Schedule Volunteers Actions
People

(4 bring gloves Sep 272013 3:00PMto 2 Volunteers| Edit| Delete

@ Sep 27 2013 1 Volunteers| Edit| Delete





11- Click on Request Help From My Club
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12- You are now in the mailing list.  
Select the people or groups you want to receive your request.  This is almost always going to be Members, only.  So click on the button Click to Check All that’s to the right of Members.   You can also click the + sign to the left of Members, if you want to select only certain members to receive your request.
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IF you need help with your volunteer tasks for this event, here you can email selected members of your club for assistance. They wil
receive a schedule of your volunteer tasks and be able to volunteer themselves for any task.

Check off the members you wish to contact, then press Send.
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13- Finally, click Send – your request for help will be sent, along with a sign-up sheet for volunteers, for each task and time slot you specified.

Entering volunteers into time slots

Although the idea of an email request for volunteers is to get people to click on the link and sign up themselves, you can manually enter names as well, at any time.  You can also alter or delete volunteer assignments this way.

14- Once you have your time slots created, click on Add New Volunteer
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15- Enter the information as required then click Save.
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16- The time slot now shows the volunteers signed up for that time.
Click Return.
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17- The task now shows all the time slots and who’s signed up/been assigned to each one.
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Here you can create volunteer tasks along with their own time slots, and manage your volunteers. Create a new task, and for each
task create time slots (or sub tasks) with a specified number of volunteers needed. Then send out a Request for Help email to your
club members or other clubs in the District. People can then book themselves directly for your tasks.
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No. of

Schedule Volunteers Actions
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18- If you click on Task Summary, you will get the option to print your task list.  Note that if you have set up more than one Task under the event, all tasks will appear here in a nice list for you.
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