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Efficiently manage your volunteers with 
the online portal.
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Step 1:
Create the 
Organizer 

Account

The show organizer or owner of the event 
must create the organizer account. A 
USEA ID is required for this step.
The organizer can then delegate the task 
of setting up the event and managing 
volunteer sign-ups to the volunteer 
coordinator(s).



Go to https://www.eventingvolunteers.com/

Click “I’m an organizer” to 
create an organizer account.

https://www.eventingvolunteers.com/


Sign up with existing accounts.

Click one of these icons to sign 
up with existing Facebook, 
Google, Microsoft, or USEA 
accounts.



Create a new account.

Click “Sign up” to create a new 
account.



Create a new account.

Enter the requested 
information, then click 
“Sign up”.



Confirm your account.

Check your email for the confirmation instructions. 
Click the “Confirm my account” link to set up your 
account profile.



Log in to your organizer account.

Enter your email address and 
password, then click “Log in”.



Navigate to the Organizer Dashboard.

Click “I’m an organizer” to go 
to the Organizer Dashboard.



Navigate to the Organizer Dashboard.

Click here anytime to access the organizer dashboard.

Create a new event

Add or view your leaderboards

Manage your volunteer coordinators.

View all your volunteers.



Optional 
Step 1A:

Set up  
volunteer 

coordinator 
account(s)  

If the organizer will be managing the 
volunteer sign-ups, you can skip this step.
If the volunteer coordinator(s) will be 
managing the volunteer sign-ups, follow 
these steps to set up the coordinator 
accounts.



Go to https://www.eventingvolunteers.com/

Ask the volunteer coordinator will follow the procedure given in 
Step 3 to create a volunteer account; the organizer will then 
“promote” them to a volunteer coordinator in the portal.

https://www.eventingvolunteers.com/


Promote your volunteer coordinator to 
the Volunteer Coordinator role. 

On the Organizer dashboard, click Add Coordinator, then 
search for the volunteer coordinator’s name or email to add 
him/her as a coordinator. You can add more than one 
coordinator.

The coordinator would manage the rest of the steps outlined 
in this tutorial.



Step 2:
Set Up the 

Event

Either the organizer or volunteer 
coordinator can set up the event.
The first time you set up an event, you 
must enter all of the shifts from scratch. 
The next time, you can copy a previous 
event to quickly set up the new event!



Create a new event.

From either the Organizer or Coordinator Dashboard, click New Event.



Fill out the new event form.

Fill in all fields 
indicated with *. 
You must also 
select the Area and 
Leaderboard(s) for 
the event.

Use the information 
page to create a 
welcome page for 
your volunteers on 
the event's public 
signup page.



Add the event days. 

Enter a descriptive 
name for each 
event day so your 
volunteers can 
quickly see the 
general “theme” for 
each day.



Add the desired shifts to each event day.

Select an event day, then click 
Add Shift to create a new shift 
for that day.



Add the desired shifts to each event day.

You only need to 
specify the Position, 
number of Spots and 
Period for the shift. The 
other fields are 
recommended but 
optional.



Add the desired shifts to each event day.

Continue adding all of 
the shifts for each day. 
The red bar to the right 
of each shift indicates 
the number of unfilled 
spots for that shift.



Publish the event. 

After you have entered all of the event days and shifts, 
return to the show home page and click Publish Event. 
Your event is now ready for volunteer sign-up!



Publish the event. 

Volunteers can sign up by searching for your event on 
the Volunteer Dashboard, or you can send them a 
direct link to the volunteer signup page for your event.



Publish the event.

You can also post a custom message 
to the eventingvolunteers.com 
Facebook page.



Step 3:
Recruit 

Volunteers

Now that the event is set up, you are 
ready to recruit volunteers your event.
If your volunteers have not used the VIP 
portal previously, they will need to create 
their accounts. The next time they use the 
VIP portal, they can go directly to the sign-
up step.
Send the directions for Step 3 to your 
volunteer group to help them get started.



Step 3A:
Volunteers 

create their 
accounts

If your volunteers have used the VIP 
portal previously, they can skip to Step 3B.  
Otherwise, ask each volunteer to follow 
the directions in Step 3A to create a 
Volunteer account on the VIP portal.



Go to https://www.eventingvolunteers.com/

Click “I’m a volunteer” to create a 
volunteer account.

https://www.eventingvolunteers.com/


Volunteers can sign up with existing 
accounts.

Click one of these icons to sign 
up with existing Facebook, 
Google, Microsoft, or USEA 
accounts.



Volunteers can also create a new account.

Click “Sign up” to create a new 
account.



Volunteers can also create a new account.

Enter the requested 
information, then click 
“Sign up”.



Confirm the account.

Check email for the confirmation instructions. Click 
the “Confirm my account” link to set up the 
account profile.



Log in to the volunteer account.

Enter the email address and 
password, then click “Log in”.



Complete the volunteer profile.

Enter the information to 
complete the volunteer 
profile. All fields 
indicated with * must 
be completed. Other 
fields are optional.



Step 3B:
Volunteers 
sign up for 
the event

Once volunteers have accounts on the VIP 
portal, they can sign up to volunteer at 
your event.



Browse for events on the Volunteer 
dashboard.

Click Events By Area, then 
select the Area to view 
only events in that Area.



Browse for events on the Volunteer 
dashboard.

Click Upcoming Events to 
browse all events in all Areas.



Click an event to sign up to volunteer.

If the event has an Information page, you can read 
details about the event. Then click on Event Days and 
select a day.



Sign up for a volunteer shift.

This shift has 28 filled spots (red bar) and 7
available spot (green bar).

This shift has 6 available 5 
spots. Click Sign up to 
signup for the shift.

Click these icons to view 
the shift check list or 
training video.



Sign up for a volunteer shift.

Add comments for the 
organizer or volunteer 
coordinator, then click 
Sign up.



Sign up for a volunteer shift.

Your request is flagged as 
“Pending approval” and 
must be approved by the 
organizer or volunteer 
coordinator.



Sign up for a volunteer shift.

You will receive an email 
confirmation for the shift you 
signed up for.



Sign up for a volunteer shift.

When your shift is confirmed, 
you will receive another email 
notification.



View current signups on the Volunteer 
dashboard.



Volunteers can also sign up on the 
Eventing Volunteers app.



Step 4:
Monitor 
Sign-ups

During the recruitment phase, organizers 
or volunteer coordinators should monitor 
sign-ups regularly to approve volunteers 
and ensure that there are sufficient 
volunteers for each shift.



View the list of volunteers.

Select the event from the My Open 
Events tab on either the Organizer 
or Coordinator Dashboard.



View the list of volunteers.

The All Volunteers page 
shows the list of all 
volunteers for all event days.

Click the + sign to the left of 
the volunteer’s name to 
view the shifts(s) for that 
volunteer.

Look at the Status column 
to see who needs to be 
approved for the shift.

Click the double arrows to 
sort the list by that column.



Approve volunteers.

Select a show day from the 
Volunteers dropdown list to 
view the volunteers who 
have signed up for that day.

Click Approve to approve the volunteer for 
the shift. You can also reassign the 
volunteer or revoke the sign-up.



Check sign-up status of each shift.

Select the event day from the “Event Days” dropdown list. The color bars 
show the number of filled shifts (green), open shifts (red) and pending shifts 
(orange).



Add a volunteer to a shift.

Click a shift to manage the 
volunteers for that shift.



Manage a shift.

On the shift page, you can manually add 
volunteers to a shift, email volunteers, or 
edit the shift.



Add a volunteer to a shift.

To manually add a 
volunteer to the shift, 
select Existing Volunteer 
from the Add Volunteer 
dropdown list.



Add a volunteer to a shift.

Type the name or 
email address for 
the volunteer.



Add a volunteer to a shift.

Select the volunteer 
from the search list, 
then click Add 
Volunteer.



Click Approve to confirm 
the volunteer assignment.

Approve the volunteer for the shift.



Step 5:
Communicate 

with 
Volunteers

You can send emails to a group of 
volunteers or to individual volunteers.



Send email to a group of volunteers.

Select the event from the My Open 
Events tab on either the Organizer 
or Coordinator Dashboard.



Send email to a group of volunteers.

Click eMail Volunteers from any of 
the volunteer pages.



Send email to a group of volunteers.

Select the Event 
Day and Group to 
filter the list of 
volunteers.



Send email to a group of volunteers.

You can also navigate to the shift page for an event 
day and click eMail Volunteers to send an email to 
the volunteers for this shift/day.



Send email to an individual volunteer.

On the All Volunteers page, click the email 
address for a volunteer to send a private email 
to that volunteer.



Send email to an individual volunteer.

You can also click on the volunteer’s name to 
pull up the volunteer profile.



Send email to an individual volunteer.

On the profile page, click the 
volunteer’s email address to send an 
email to the volunteer. 



View the event mailbox

Click Mailbox at the top of any of the 
volunteer or event day pages.



View the event mailbox



Step 6:
Track 

Volunteer 
Hours

After the event, ensure that your 
volunteers’ hours are correctly recorded 
towards the Leaderboards.



Volunteer Check-In and Check-Out

At the event, volunteers 
can check in and check 
out on the Eventing
Volunteers app.

After the event, the 
organizer or coordinator 
can verify or modify the 
volunteer hours for 
accuracy.



Verify volunteer hours.

On the All Volunteers page, the Status column indicates 
the volunteer hours that have been confirmed (Green) or 
need verification (Orange). If the volunteer did not check 
in and check out, the Status column does not show a 
time.



Verify volunteer hours.

Click the + sign to the left 
of a volunteer’s name to 
show the shift(s) for that 
volunteer.

Check this box to 
confirm the 
volunteer’s hours.



Verify volunteer hours.

Click the Check-In or 
Check-Out time to 
modify these times.



Verify volunteer hours.

Edit the Check-In or Check-Out times, 
then click Update.



Verify volunteer hours.

If the volunteer did not check in or 
check out, click Set Check-In Time to 
enter the check-in and check-out times 
for that volunteer.



Verify volunteer hours.

After you have verified or modified 
all volunteer hours, the Status 
column will show all times in 
green.



Check Leaderboard standings.

Scroll down on the home page and 
click the Leaderboards tab to view 
the list of leaderboards.

Click a leaderboard to 
view the standings.



Check Leaderboard standings.

Volunteer hours are updated 
automatically. At busy times, 
leaderboards may take some 
time to update.



Frequently Asked Questions
Click the ? at the top right of any 
page and select FAQs to view the 
list of Frequently Asked Questions.



Contact Us
Click the ? at the top right of any 
page and select Contact to submit 
a help ticket.


