
 
 

Instructions for Online Volunteer Registration and Sign Up 

for Volunteer Coordinators 
 

1. While logged on to the Internet, go to http://www.habitatsect.org and click on ñVolunteersò in the green panel 

and then click Site Volunteers, then scroll to and click on the Volunteer Up button. 
 

2. Click on Log In, located in the upper left hand side of the screen.  This takes you to a Log In screen.   
 

3. If you are a new user: 

· Click the Register button under the ñI am a New Volunteerò heading 

· Follow instructions for registering by creating a User Name and Password. (your user name and password 

can contain no spaces) 

· Complete the Volunteer Profile 

· Be sure to select the name(s) of your sponsor group(s) in your Profile. This is what allows you to sign 

up for restricted days. There is a pre-set list of teams to choose from at the bottom of the page. 
· You may be a member of more than one team, for example Interfaith Temple Emanu-El and Tuesday 

Faithful Framers.  

· When done filling in all the data, click Register at the bottom of the page 

· You will see at the top of the page: Registration Information Added! Click Here to continue. 

· This will take you to the Volunteer Opportunities or calendar page.  

 

4. As a Volunteer Coordinator you have two options for scheduling members of your team: 

 a. You may choose to instruct interested individuals to sign themselves up and encourage them to choose dates  

 that work for them. You will be provided with instruction packets for members of your team. In this case you 

 will only be scheduling dates for yourself. 

 b. Some members of you team may not be comfortable with technology and in this case you can use your team 

 coordinator profile to sign in to schedule them. If there is more than one individual planning to volunteer set the 

 guest number at one less than the total number of volunteers. For example, if you were signing up 4 volunteers, 

 you would choose 3 guests. If you were signing up one volunteer you would leave the number of guests at zero. 

 

5. Each column identifies a current project and the dates volunteer opportunities are available.  Clicking on the project 

name will give you a description of the project. 

· The only dates that are available for volunteers have Sign Up in a box corresponding to a date (you may 

also see Full, Reserved or Completed ï those dates are not available) 

 

6. Select a date you are interested in and click on Sign Up.   
 

· Choose your shift 

· Enter the number of guests you are bringing in addition to yourself  

· Select a role 

· Select a time frame for an email confirmation 

· Click Sign Up 

 

  

7. You will be brought to a Sign Up Confirmation Page.  Choose either óprintô or óemail confirmationô.  Click the 

return button.  If you are done, click Log Out in the top left, or you may sign up for more days. 

 

8. At anytime you can Log In, click on My Info at the top of the Volunteer Opportunities page, and select My Profile 

to change your volunteer info or to select My Commitments to view your scheduled work dates. You can also  delete 

your name from workdays by going to My Commitments and Delete Commitment. 


