
Part 1: For New Teen Volunteers! 

Step 1: Fill out the online application found on the library’s volunteer webpage 

 

Step 2: The Volunteer Coordinator will process your application, and then send you a link to access 

VicNet, our online scheduling software. Click the link that Katie sends NOTE: It could take time for 

Katie to process your application, so please consider this when filling out the application. 

 

 

 

 

 

 

 

 

 



Step 3: Select “Need Password” to register your email/login name and create a password. This will allow 

you to access self-scheduling online. NOTE: please use the same email address that you provided for the 

online application during Step 1.  

 

Step 4: Provide your email address and select “Go.” 

 

 

Step 5: Check your personal email account for a link that will allow you to set up a password. 

 



 

 

Step 6: Create new password, confirm password, and select “Go.” 

 



 

Step 7: It will take you back to this login page. Input your login name (email) and your new password you 

just created. Now select “Go.” 

 

Phase 2: For recurring volunteers and volunteers who’ve registered! 

Step 1: Log in using your email and password  

 

 



Step 2: Once logged in, your page will look like this: 

 

Step 3: Select “My Schedule” to view available shifts for your assignment. Select the shift you’d like to 

volunteer. 

 

 



Step 4: Select “Schedule Me” 

 

Step 5: Review the information and select “Yes,” if it is correct. 

 

 



Step 6: This is the page you’ll see after you confirm your shift 

 

Step 7: Select “My Schedule” to see your confirmed schedule  

 

 



Step 8: If you’d like to remove yourself from the schedule, select the shift and select “Remove me” 

 

Step 9: The “Help Wanted” bubble reappears  

 

Questions? Email or call Volunteer Coordinator Katie at 503-718-2516 or KatherineN@Tigard-OR.gov 


