
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: 
 

 
 
 
Then Select the “My Schedule” Tab: 
 

 

Select “My Schedule 



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

 
 
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. 
 

 
 
 
 
 

Select “Shop 
Central” 

Select the “Help 
Wanted” day you 
are interested in 
filling 



 
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” 
 

 
 
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. 
 

 
 
 
 
 
 
 

Select “Schedule  Me” 
for the desired time 
slot you want to fill. 

Select the Yes button 
to complete the self 
scheduling process. 



 
If you select yes, the following validation screen will be presented.  It will show the 
open volunteer slot you selected. 
 

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


