Shop Volunteer Self Scheduling

Note: Do not sign up for a shift on the calendar at the Shop. Self
scheduling must be done on the Website! You can self schedule 3 months
in advance and are limited to 6 time slots.

Please follow these steps to schedule yourself for an open Shop Volunteer
Time Slot:

Go to the Heard Guild Website and select “My Records” at the top of the Home Page
and Login like you want to record hours:
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Then Select the “My Schedule” Tab:
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The Weekly Guide/Tour Schedule is
available here.

Instructions



You will see this screen. Now select “Shop Central” This will give you just the Shop
Volunteer Openings.
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Instructions

Your regularly scheduled volunteer shifts appear on the calendar. Click the "Next month" or “Previous Month® buttons to view a
different month. For a printable view of your schedule click the "Printable view" button.

Sign-Up!
We need volunteers on days that have the 'Help wanted’ symbol.
Click any of these days to learn more or to sign-up.
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This is the Shop Central Calendar. The open volunteer time slots are annotated by
“Help Wanted.” You can only schedule yourself for one of these slots.
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Instructions
Your regularly scheduled volunteer shifts appear on the calendar. Click the "Next month" or "Previous Month" buttons to view a
different month. For a printable view of your schedule click the "Printable view" button.

Sign-Up!
We need volunteers on days that have the "Help wanted' symbol.
Click any of these days to learn more or to sign-up.
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After you have selected the day you are volunteering to fill you will see this screen.
It will display that days scheduled volunteers and there assigned time slot as well as

the time slot(s) that are open. If you are still interested in filling the open time slot
select “Schedule Me”
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Schedule for

Tuesday, November 28, 2017
Schedule

Shop Central Description
9:30 a to 1:30 p Berman, Neil S
9:30 a to 1:30 p Miles, Judith
11:00 a to 3:00 p Open
1 volunteer still needed
Would you like to serve on this date? Click the Schedule me button to
schedule yourself here
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Select “Schedule Me
11:00 a to 3:00 p Blackstock, Katie
1:30 p to 5:00 p Miller, John
1:30 p to 5:00 p Murdy, Dee

for the desired time
slot you want to fill.

If you scheduled yourself for the open time slot this screen will be displayed. If all is

correct select the “Yes” button and self scheduling will be complete. Selecting “no”
will cancel the process.
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Sign-Up!
Schedule yourself for volunteer duty
You are signing-up to serve:

Date: Tuesday, November 28, 2017
Assignment: Shop Central [Heard Central]
From:11:00
To:3:00 p
Is this correct?

Select the Yes button
to complete the self
scheduling process.
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If you select yes, the following validation screen will be presented. It will show the
open volunteer slot you selected.
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Sign-Up!

Schedule yourself for volunteer duty

Thank you!
You are signed-up to serve:
Date: Tuesday, November 28, 2017
Assignment: Shop Central [Heard Central]
From:11:00 a
To:3:00 p

Please note that the Shop Volunteer Scheduler/Coordinator will be notified
via email that you have volunteered for the selected day and time slot.



