Getting Involved: Responding as a team

1. Access Opportunities:
e Go to OPPORTUNITIES from the dashboard.
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2. Choose an Opportunity:
e Select the opportunity you want to respond to by clickihg on RESPOND AS
TEAM.
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3. Create Your Team:

Build Your Team

Want guidance? Read how to create a team

Team Name

ADD ME [ ADD VOLUNTEER l ‘ ADD FROM A USER GROUP Ll M/t now?

e for this opportunity? 9

How shifts are available for this team size? 2 ‘
id new team members as needed.
Check by a name to select one or more team leaders

e Give your team a name and click ADD ME to begin building your team.

4. Add Team Members:
e Click ADD VOLUNTEER and enter each team member’s contact information.
e After adding everyone, assign a Team Leader by checking the box under
“Leader.”

Build Your Team

Want guidance? Read how to create a team

Team Name ™ The Monkeys
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How big can my team be s opportunity? 5
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Email (Required)

First Name (Required)

Last Name (Required)
Q. What is your shirt size?

Q. Are you able to share events on your socials? (Optional)
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5. Select Your Shifts:
e Click CONTINUE and choose the shifts you want your team to sign up for.



6. Finalize Registration:

e Check the box next to your chosen opportunity and click FINISH to save.
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e Once a team signs up for an opportunity, the team leader can edit the team’s
profile by clicking their profile picture and selecting "My Profile."”
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Getting Involved: Canceling a Volunteer Shift

1. Sign into your volunteer account
2. Select your profile image or initials from the top right-hand menu.
3. Click Opportunity Responses.
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4. Use the Select an action dropdown to select Unregister.
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5. A pop-up appears asking you to confirm your selection.

Action Required

Are you sure? If you've already
submitted volunteer hours for this
opportunity response, those hours will
no longer appear in your "Track Hours"
area or on your volunteer resume.

6. Once you have canceled your volunteer shift, a message confirming that your volunteer
shift (response) has been removed will appear.

A DASHBOARD Response removed. X
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