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Overview

If you’re planning on coordinating any sort of an event or program, you're going to need a signup sheet.
In today’s fast-paced digital world, people don’t want to go through the trouble of printing forms and
filling them out manually. To get a good volunteer turnout to your event you need to rely on an online
signup sheet. The Volunteers module gives you the ability to build your own signup lists for virtually any
scenario where you need to coordinate people in various commitments organized by time, day, task, or

group.

The module is good for managing for event shifts, volunteers, committee signups, or anything involving
a schedule. No software to install; your signup sheet can be accessed from any browser -- anywhere on
the internet. It’s easier for you and your visitors to use as well. Paper signups are messy and people
don't fill out the information correctly or completely. The Volunteer module is online so everything is
kept in one place, accessible by all. You can then download various reports, identify shortages, and even
send out email reminders to everyone who has signed up.

Basic vs. Enhanced Versions
We've already included the essential features into the Basic version (included) to help you with

managing casual signups. Upgrade to the enhanced version to get the additional features and increased
capacity needed for more active users.

Navigation

Below are the steps on how to create a new Volunteer Signup Sheet:

Step 1: Login to your ClubRunner site and go to your Member area. Click on Volunteers on the grey
menu bar near the top.

Website

ership Organization RI Integration Attendance Reports Events

Step 2: Next click on the Welcome link.

Admin My ClubRunner  Communication Bulletin MNew Bulletin

Welcome  View Signup Lists | Email Templates | Notification Settings |
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Step 3: You will be taken to the Volunteers Welcome page. From there, you can either click on the
Create New Signup List link found on the upper left side or click on the Get Started button found in the
middle of the page.

* Weloons

* Créate New Signg List
* View Sigoep Lists
Settings & Castomization
- Emak Temglatos

© Natéication Setings Croate. manage, and coordingte sgnup lists, schedules. tasks, and morel

0 Loam Mors
- Sugpon Addes. to coondinate poogle In varous coounitnents organized by thne day. task, er growg Randy to start? Check ot e
for

Halp The Vielurears imedule ghes you ha abity 1 belld your own signug Bsts S virtudlly oy Scamuesio whaie you seed

: Vel socton you 1
Viriittacagh Video Gemast fr wvenr] whites. vobarrissn, comamifies sigrupes, o amyhing imechvisg = sctadsbe No mom tedioas preer Bsty  S00IN uning iy modde Yoyt

10 psh mound o unaging Bw Lookings yourell

Basx vs. Enhanced Versans

We've shnady included the ossartial features into the Basic version (nchuded) 1o help you with managing casus signups Upgrade % e arhanced version 1 get the
addiond leahren and ncrmesed capatily neaded for moos ncive e

Foatuen

Crmaln an orlion sigrup et sssocisted with an svern
Ovgaeize shits of Tasks 1o muliplo groups

o your memboes 1 volunew by aosl

Matr@ecs can view the Til and sigaup onfion

Send wesal remindars in additian & automatic emall confitmatiung
Signups appes In memoers Commitments secion
Pubilc signop Ests 00 sliow nos-members o Sign up
Croate standalone signup Sats not masociated with an ovent
Assoczaie more fian one sigiug St S an eeent

Croate custom omal templates and noticatons

Schadde ioliow-p somils 1o yoor volurteen

P
E

LR R LN

Ezgimamm-u- L e

Maximum nermber of signup ksl s
Waximum (ranbar of groups péer signup Bl 10
Maxdemaum raniter of lesks per Growp 10
Masimum nardsn of peopio per ack 10
Maxdonum nunber of volumeors n ot 250
Pricing Froe

For highar capacity needs. plosss cortact un

G saantod by craating & signup st
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Create New Volunteer Signup List

NOTE: You cannot create a signup list for a draft event. An event must be active if you wish to create an
associated signup list. Remember also that only the Enhanced version of this module can create
standalone lists, or public signup lists that allow non-members to sign up.

Step 1: Choose the Name of the Volunteer signup sheet. This is a required field.

Name:

Step 2: Next you have the option to select the Start Date and End Date (and times) for the when the
Signup List is valid.

o Click on the calendar Icon: to bring up a mini calendar to select the dates.
o Click on the time icon: 42 to set the time.

Step 3: Next is setting the access level for the Volunteer Signup List. Here you have two options:

o Public: The Volunteer Signup List will be available to everyone, no need to login
o Requires Login: Only members will be able to sign up for the Volunteer Signup List

Step 4: Next is the Link With An Event field.

o If NO is selected then the Volunteer Signup List will not be associated with any kind of event.
This function only works in the enhanced version of the Volunteer module.

o If YES is selected a new “Select the Event” drop down will appear. You will need to select an
event (Either from Events 2.0 or My Event Runner) for this volunteer list.

Select the event:  MER Light - Event with Add-ons only (MyEventRunner) *

Step 5: Setting the Task Defaults: First choose the Default Task Name. By default we populate this field
with “Shift”, however go ahead and enter what works best for you. (i.e.: Position, Time Slot, Shift, etc.)

Default Task Name: |Shift *
Eg. Shift, position, time slof
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Step 6: Next you will define:

*Please note the Basic version has a maximum of 10 groups per signup sheet, maximum of 10 Tasks per
group, and a maximum of 10 people per task that can be created. The Enhanced version has a maximum

of 25 groups per signup sheet, maximum of 25 Tasks per group, & a maximum of 25 people per task that
can be created.

o No. of Groups: How many groups will be created for each set of tasks defined.

For Example:

b Group1 ———

) Shift 1

G 2
No. of Groups: 2 S o T ﬁ
— ® Shift 1

No. of Tasks Per Group: |1

»
*

o No. of Tasks Per Group: Defines how many tasks are associated with each group defined.

For Example:

b Group 1

[ Shift 1 f—
No. of Tasks PemZ - B @ shit2

No. of Groups: | 1

i

o No. of People per Task: Defines how many volunteers slots are available per task defined.

For Example:

i

No. of Tasks Per Group: | 1 @ shift1

Pm 5 ) 0 of 5 booked

No. of People
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Step 7: Next is the “Do the tasks have a start date or time?” Field.

o If NO is selected then there will be no date or time associated with the Volunteer Signup List
o IfYES is selected new fields will appear:

Start Date: *
Start Time:

Would you like to increment the tasks? O Yes @ No, they are all the same

o Start Date: Defines the date when the task is effective. This is a required field.
Start Time: Defines the time when the task should begin.
o Would you like to increment the tasks?: This feature has two options:
o NO they are all the same: Will not create any new tasks
o If YES is selected:

Increment the Tasks By: |1 - " Days |

Increment the Tasks By: Will increment the task Start based on the duration.
Duration: Three options for duration — Days, Hours, & Minutes.

Step 8: Now click on the Create Signup List button found in the bottom right corner.

Cancel [EECEICRIGLITENS

Manage Volunteer Tasks

The Manage Volunteer Tasks screen is where you would go to manage all of the tasks for the Volunteer
Signup List. From here you can Add, Edit, or Delete any of the tasks. You also see the People per Tasks
(Required column) and how many people have booked that task (Booked column).

Manage Volunteer Tasks for
SN e & o o st e | Hamew Waomwmes [ ki s 110" At o = Aoyt |
Cudtapns A
Neseaysien Repibion Mearbed Ao
v Gop Y A Tonh | Add Nt Tashs | 01 Dawie
® am ' ’ £ | Dubae
® un2 1 ® [
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To Add a New Task:
o Find the Group that you would like to add the task to and click on the Add Task link.

escrpion Hngatcae Hankes Shartage lute Shart Twve tan T \ Actioes
+ Gempd A T | A Me Tasen | T | Dt

To Edit an Existing Task:
o Under the Actions column, click on the Edit link for any task that you would like to modify.

Description Required  Booked Actions
» Group 1 Add Task | Add Multiple Tasks Bsgn: g
™ shifty 1 0 ——pEdit | Delete

™ shinz 1 0 ——ai it | Delete

To Delete an Existing Task:
Under the Actions column, click on the Delete link for any task that you would like to delete.

Description Required  Booked Actions
b Group 1 Add Task | Add Multiple Tasks deel:el
™ shift1 1 0 Edit | Delete

® shin2 1 0 Edit L Delete

To Add a New Group:

Step 1: Click on the ® Add Group button found in the top right corner.

Step 2: Choose a new Group Name. Note this is a required field.

Group Name: CR Group .

Step 3: Click on the button.

© 2015 ClubRunner www.clubrunner.ca 8
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To Add a New Task:

Step 1: Click on the |2l a2 =5.¢ pytton in the top right corner.

Step 2: Populate the fields of the new task. Note Task Name & Number of People are required fields.

Group: | Group 3
Task Name:
Date:  Oct 22, 2014

Start Time: @

End Time: @

-

No. of People Per Task: |1 -
No. of People Per Task should be between 1 and 10.

o Group: This is the group you want to add the task to. Click on the group dropdown to select a
different group.

Task Name: The name of the task being created.

Date: The date that the task is effective.

Start Time: *Optional* - Choose a time for when this new task should begin.

End Time: *Optional* - Choose a time for when this new task should end.

O O O O O

Number of People: How many volunteer slots are available for this task

Step 3: Click on the button.

© 2015 ClubRunner www.clubrunner.ca 9
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To Add Multiple Tasks:

Step 1: Click on the |l Al T =TS putton in the top right corner.

Step 2: Populate the fields for the Multi tasks. Note: Task Name, Group Name, Number of Tasks, &
Number of Volunteers per Task are all required fields.

Task Name:

Group: | Create New Group...
Group Name:

Mo. of Tasks: |1 =

-

No. of Tasks should be befween 1 and 10.

FR
1 -

MNo. of People Per Task:
MNo. of People Per Task should be between 1 and 10.

Increment Tasks By:  ® None, All Same O Date O Time

Specify any of the following optional information:

Date: Oct22, 2014

Start Time: @
®

End Time:

Preview

Task Name: These are the names of the Multi Tasks being created.

o Group: The group that the tasks will be added to. If set on Create New Group then a new Group
Name field will appear requiring you to populate the Group Name.

o Group Name: If Group is set to: Create New Group then this field will appear as a required field
for you to enter a new Group Name.
Number of Tasks: How many tasks will be created.
Number of Volunteers per Task: How many volunteers’ slots are available per task defined.

© 2015 ClubRunner www.clubrunner.ca 10
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Step 3: Increment Tasks By has three options, below are the details for each option:

Increment Tasks By: @) None, All Same ) Date O Time |

Increment Tasks By: None, All Same

Increment Tasks By: (@ MNone, All Same O Date O Time

Specify any of the following optional information:

Date:  Oct 22, 2014

Start Time:

©
End Time: @

Preview

None, All Same: Indicates that the tasks being created do not need an increment as they will all be at
the same date and time.

o Date: The date when the tasks will be held. Click on the calendar Icon: to bring up a mini
calendar to select the date.

o Start Time: The time when the tasks will begin. Click on the time icon: @ to set the time.
End Time: The time when the tasks will conclude. Click on the time icon: @to set the time.
Preview: Click on the Preview button to see a sample of the mutli tasks that will be created:

Tonh Name Date Shart Fie Bl Tne o OF Vohumtins
Bionon 1 1MW E1R MM |
B e 2 11w 10w 1
P.z[\vmu 3 Oe1 22 20148 AALE. ] ISLEL'

If everything looks correct then simple click. =4 to save the multiple tasks.
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Increment Tasks By: Date

Increment Tasks By: () None, All Same ® Date O Time

Start Date: | Oct 22, 2014 =l
Increment: 1 - Day(s)

Specify the start andfor end time for all tasks, if applicable:

Start Time: @

End Time: @

Date: Indicates that the tasks being created will increment based on days.

o Start Date: The first date when the first task will be held. All other task dates will be based on
the increment field specified. Click on the calendar Icon: to bring up a mini calendar to select
the date(s).

Increment: The amount the Task Start Date will increase by.

Start Time: The time when the tasks will begin, applicable to all tasks. Click on the time icon: @
to set the time.

o End Time: The time when the tasks will conclude, applicable to all tasks. Click on the time icon:@
to set the time.

o Preview: Click on the Preview button to see a sample of the mutli tasks that will be created:

Tanh Muen Unte Saurt [ Erd Limne o O Yokarmesets
[ Ot 22 2008 121 P 329FM '
s 2 a3 e 129 P 521 Pu t
&'J'-ln ] Oxt 24 2004 12w i1 !

If everything looks correct then simple click Save to save the multiple tasks.

© 2015 ClubRunner www.clubrunner.ca 12



ClubRunner® Volunteer Module Guide

Connect. Collaborate. Communicate.

Increment Tasks By: Time

Increment Tasks By: () None, All Same (0 Date ® Time

Start Date: | Oct 22, 2014 *
Start Time: | 4:00 AM *
Increment: | 0 < Hour(s)

o = Min(s)

Time: Indicates that the tasks being created will increment based on Hour(s) and/or Minute(s).

o Start Date: The first date when the first task will be held. All other task dates will be based on
the increment field specified. Click on the calendar Icon: to bring up a mini calendar to select
the date(s).

o Start Time: The time of the first task. All other tasks will use the increment to determine their
start times. Click on the time icon: to set the time.

o Increment —Hour(s): Indicates the amount of hours that will be added to the subsequent tasks.
Increment — Min(s): Indicates the amount of minutes that will be added to the subsequent
tasks.

o Preview: Click on the Preview button to see a sample of the mutli tasks that will be created:

Towk Nams Do Sont Tieww fad Tive W OF Voduantenes
Ea[.h.v't 1 et 27, 20U 1MW LM 1
Bonam 0ot 22, 2044 L3P 5TMm 1
B v 3 e 2 20 ESS 1 s3I 1

If everything looks correct then simple click| =z\/=  to save the multiple tasks.
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Manage Volunteer(s)

The Manage Volunteer screen is where you would go to add/remove volunteers per tasks.

Signups for Sign Up for new event!

= Groupd 1 ek

® sk 0 Oct 22 2014 200 AM ~ 900 AM
0 of 4 tooeeg

Below are the steps to assign a Volunteer to a task:

Step 1: Go to the View Signup Lists link and open your volunteer signup sheet.

CR Volunteer Signup e ——&0pen | Seltings | Delete |

Step 2: Next click on the Manage Volunteers button found in the top middle of the screen.

Manage Volunteer Tasks for Sign Up for new event!

Step 3: Find the task that you want to define the volunteer for and click on

Signups for Sign Up for new event!

= Groupd 1 ek

® sk 0 Oct 22 2014 200 AM ~ 900 AM
0 of 4 tooeeg

© 2015 ClubRunner www.clubrunner.ca 14



ClubRunner® Volunteer Module Guide

Connect. Collaborate. Communicate.

Step 4: The Book Volunteer window should now open. Populate the fields for the volunteer. Note First
Name, Last Name, & E-mail are all required fields.

Shift 1 (Oct 22, 2014 9:00 AM — 9:00 A}
New Volunteer Information

First Name:

Last Name:

E-mail:

Phone: .i*l +1 ? ext.

o First Name: Enter the First Name of the Volunteer. An existing list of contacts will appear, if the
volunteer is in the list then select them otherwise continue to add the volunteer.

o Last Name: Enter the Last Name of the Volunteer. An existing list of contacts will appear, if the
volunteer is in the list then select them otherwise continue to add the volunteer.
E-mail: Enter the Volunteers email address
Phone: Enter the Volunteers phone number for contact purposes.
Ext.: Include the extension if they have one.

Step 5: Once all of the fields are populated you have three choices:

i #

Save || Save and Book Another |

Cancel ]l

Save: Will only save the one volunteer and takes you back to the Signup Page.
Save and Book Another: Will save the volunteer information and keep you on the same screen
for you to add another volunteer.

o Cancel: Will disregard the changes and not save anything.

Once the volunteer has been booked, a confirmation email will be sent to the volunteer.

© 2015 ClubRunner www.clubrunner.ca 15



ClubRunner® Volunteer Module Guide

Connect. Collaborate. Communicate.

Below are the steps to unbook a Volunteer from a task:

Step 1: Go to the View Signup Lists link and open your volunteer signup sheet.

CR Volunteer Signup gpe— ——&0pen | Settings | Delete |

Step 2: Next click on the Manage Volunteers button found in the top middle of the screen.

Manage Volunteer Tasks for Sign Up for new event!

Step 3: Find the task that you want to unbook the volunteer for:

o Shin) © Oct 22,2014 9:00 AM ~ 900 AM
Vot A Sommanx
Bewtn | G W 25 v et EEEESTRRIY

B L Vot tarw
! dobe Ooe x

Pasrg 0o ) mwne

Step 4: Now find the volunteer in that list and click on the X | icon. You should get a message box
confirming that you want to unbook the Volunteer:

Message from webpage ‘

@ Are you sure you want to unbook John Doe from Shift 17

ok ][ cancel |

Step 5: Click OK to unbook the volunteer or click Cancel to disregard the changes.

© 2015 ClubRunner www.clubrunner.ca 16
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Linking to an Event

In order to see the Signup List in your ClubRunner site you will need to link it to an existing Event. Please
note the Basic version only allows you to associate one signup list to an event. The Enhanced version
allows you to associate more than one signup list to an event and can create standalone signup lists not
associated with an event!

Below are the steps to link a signup list to an event:

1. Under the Volunteers section on the left side click on the View Signup Lists (link).
Volunteers

Volunteers
- Welcome ~
» View Signup Lists
~ Create New Signup List

- Help

2. You should now see a list of your signup Volunteer signups, click on the Settings (link) found
under the Actions column.

Volunteer Signup Lists
Coule mw on s Wyn ) M an] ey amiB Y 0480

Bamn Stew 22 (w| evhwn  Seow Pt Dogres

——— Stan Owne ¥ Evel Dam v Powivos Logn v \ Aesony

Bagr U Sor pom womed Dkt 322004 Ot I8 . Dy | Bheagy | Delede

3. Now select the Event from the provided dropdown field.

Select the event: | Public EVP with Signup List *

4. Once the event has been selected click on the Save button to save the changes.

Cancel EI
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Email Templates

An Enhanced feature, Email Templates allows you to create a custom email template for sending
members invitations to sign up. Note that there are system templates for each of the automated
confirmation emails that can go out. You can preview these within this screen, but you cannot change
them. If you wish to disable automated emails, see the next section, Notification Settings.

Below are the steps to create a new Email Template:

1. Under the Settings & Customization section on the left side click on the Email Templates (link).

Settings & Customization

» Email Templates <

+ Notification Settings

2. Next click on the Add New Template (button) found in the top right corner.

Email Templates
Sern Stow 35 ¥ v

Typm & Narrs * Statpuct * Actiomn

3. Now enter a Name for this Email template (required field). The Subject field is available but not
a required field.

Name:

Subject:

© 2015 ClubRunner www.clubrunner.ca 18
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4. Nextis creating the message using the Mail Merge Fields.

The Mail Merge Fields act as place holders for the dynamic information. For example Sender
First Name will send out the member’s first name of whom is sending out the invitation to the
members.

Account:  Account Full Name @
Recipient: | Recipient Title m
Sender:  Sender First Name m
“olunteer Signup: | Event Name @

5. Scroll all the way down until you get to the editor. In the editor you can start to configure your
message. Use the Mail Merge fields to reference the event or members.

= | eslink = W M =22

|Format v|| Font v||Size v||B I U5 x. x* I,

=y

XD @ @ @ s+ =] #E -

Q

Dear SFIRST NAMES
How would you like to join my volunteer signup sheet?

Details Below:

Event Name: SEVENT _NAME$

Volunteer Task Date: $STASK_DATES

Time(s): From: STASK FROMS To: $TASK TOS%

Signup Sheet Link: $VOLUNTEER ADMINMANAGEMENTPORTALS

body

6. Once your message is configured scroll to the bottom of the page and click on the Save (button).

Cancel S |

© 2015 ClubRunner www.clubrunner.ca 19
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Notification Settings

An Enhanced feature, Notification Settings allows you to define which templates to be used when
sending Emails. The options are:

e Send Email to Confirm Volunteer Signup
e Send email To Confirm cancellation of Booking.

Below are the steps to indicate which email template to use:

1. Under the Settings & Customization section on the left side click on the Notification Settings
(link).

Settings & Customization

~ Email Templates

Tkl

» Notification Settings®

2. First choose if you want to link to a System Email Template or a Custom Email Template.
(Applies to both Volunteer Signup and Cancellation of Book)

3. Then select the appropriate email template from the list of templates next to it.

System — Select Template —
Invite People to Volunteer for an Event

Reminder to Volunteers with Details

4. Once a template has been selected click on the Save (button) to save the changes.

Save

© 2015 ClubRunner www.clubrunner.ca 20
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Volunteer Reports

Currently there are two reports to choose from: Summary Report and Volunteer Report.

Below are the steps to execute the Summary Report:

Step 1: Go to the View Signup Lists link and open your volunteer signup sheet.

CR Volunteer Signup g ———&0pen | Settings | Delete |

Step 2: In the Top Left corner you should see a section called Reports. Click on the Summary Report
link.

Reports
» Summary Report
~ Volunteer Report

Step 3: You should now see the report specific to this Volunteer Signup. This summary report gives you
a quick snapshot of how many tasks have been booked, who has been booked and what is there contact
information.

Summary Report of Signup List CR Volunteer Signup I

Name Date Start Time End Time Volunteer Email Phone
Group 1

S"":‘ 1 Mar 07, 2014 11:00 AM 1:00 PM ron murrell ron@doxess.c... 1 (905) 5555555
203
booked Mar 07, 2014 11:00 AM 1:00 PM vitran vi@doxess.com 0 6666666656

Shift 2

1of3 Mar 07, 2014 1.00 PM 3.00 PM John Doe jehnnyDoe@h. 0 5555555555
booked

Shift 3

Dof3

booked
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Below are the steps to execute the Volunteer Report:

Step 1: Go to the View Signup Lists link and open your volunteer signup sheet.

CR Volunteer Signup ge— ——&0pen | Seltings | Deleta |

Step 2: In the Top Left corner you should see a section called Reports. Click on the Volunteer Report
link.

Reports
~ Summary Repo

~ Volunteer Repo

Step 3: You should now see the report specific to this Volunteer Signup. This volunteer report gives you
a quick list of all of the booked volunteers with their contact information.

Volunteers CR Volunteer Signup Il
Volunteer Emall Phone
ron murrell ron@doxess.com 1 (905) 555-5556
vi fran vi@doxess.com D 6666666666
John Doe johnnyDoe@hotmail.com 0 5555555555

Training and Support

Visit our Support Center at www.ClubRunnerSupport.com to access all resources available, including
submitting a support ticket, searching the Knowledge Base, downloading helpful “how-to” documents
and viewing on-demand demos.
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