Part 1: For New Teen Volunteers!

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

\

Please complete this application if interested in volunteering with Tigard Public Library

Tigard Public Library Volunteer Application

Name

First name:

Last name:

Address

Street 1: ¥
Street 2:
Street 3:|
City: ¥
State:| Choose v | * Zip: *
Date of birth:| Month v | Day v || Year ¥ |(year optional)

Phone Number

Home phone:

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.

Login

Please select and edit any of the above tabs! To view your schedule or view available volunteer sessions, select
"Schedule"!

Login name: |
Password: |

Eorget your password? Help

Need a password?

Privacy Policy

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

Login
Need a password?
Enter your email address and then click the Go button. We will send a reset link to you by email.
el acdiess _ Go ] Cancel
If you continue to experience difficulty accessing your information, please contact the volunteer office for further
assistance.
Privacy Palicy

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



Login

A password reset has been issued.

Your reset link has been sent by email to datieelee@aesalssms =nd will be valid for 24 hours.

To receive this message, open the program you usually use to receive mail for inmtechen@gsestassns -1 d check
for new messages.

You should receive this within a few minutes, however some email systems and 1SPs may delay the delivery of
email messages.

Your password reset has been sent by KatherineN@tigard-or.gov.

If your email program uses a spam filter, please be sure you adjust your filter to permit mail from
KatherineN@tigard-or.gov, or add it to your "safe sender list."

If you have not received your email reminder after a few minutes, check your blocked or junk email folder to be sure
the reminder message was not sent there by your email program.

If you continue to experience difficulty accessing your information, please contact the volunteer office for further
assistance.

Privacy Policy

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

Password Reset

Welcome Katie Nelson
Please enter your new password.

New Password: jssssses

Confirm Password: |+«




Login
Please select and edit any of the above tabs! To view your schedule or view available volunteer sessions, select
"Schedule"!

Login name: \ 1

Password: |

Forget your password?
Need a password?

|I
©
©

Privacy Policy

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

Login

Please select and edit any of the above tabs! To view your schedule or view available volunteer sessions, select
"Schedule"!

Login name: | \

Password: |

Forget your password?

|I
©
©

Need a password?

Privacy Policy



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

pps works - Login g wiener

Volunteer Information Center

Volunteer information for Katie Nelson

Jmm[ My Profile || My Schedule || My Service History || Time Sheet || Account |

News
Check Yoursg hedule Welcome to the V\?Iunmer Infnmlaliun Center. This new online feature gives you an

easy wiay to keep the volunteer program. You can check your

schedule, post your volunteer service, receive messages, and much more: anytime,
| Post your hours and from any Internet connected computer.
Watch this space for more volunteer news!
Check messages

Your
Teen Volunteer [Library\Circulation] (Assigned)

Statistics
Overall
Volunteers: 2211
Cumulative hours of service
e of service: 351,252

Privacy Policy

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

B2 Works-togin @ VieNet

Volunteer information for Katie Nelson

| Home || Mail || MyProfile || MySchedule || My Service History || Time Sheet || Account |

Instructions
Your regularly scheduled volunteer shifts appear on the calendar. Click the "Next month™ or “Previous Month™ buttons to view a
different month. For a printable view of your schedule click the "Printable view” button.

HELP
WANTED  We need volunteers on days that have the 'Help wanted’ symbol.
Click any of these days to learn more or to sign-up.
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Printable view




Step 4: Select “Schedule Me”

- € @& Volgistics Inc. [US] | volgistics.com/ex2/vicnet.dll ke e

Apps Works - Login ) VicNet

Volunteer Information Center

Volunteer information for Katie Nelson

[mlMiil |[ MyProfile || My Schedute || MyService History || Time Sheet || Account |

Saturday, October 5, 2019

Schedule

Teen Volunteer

10:30am to 1:00pm Open
i 50 volunteers il nesdsd

Note: This opening is for teenage volunteers

Calendar view

Privacy Policy

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

Volunteer Information Center

Volunteer information for Katie Nelson

m[mn " My Profile " My Schedule " My Service History "Tim: Sheet "A::nunt]

Sign-Up!

Schedule yourself for volunteer duty

You are signing-up to serve:
Date: Saturday, October 5, 2019

Assignment Teen Volunteer [Library|Circulation]
Note: This opening is for teenage volunteers

Is this correct?

Assignment Information

Assignment Teen Volunteer
Availabilty needed: Ongeing
Times needed:
Morning
Afternoon
Evening:

Privacy Policy




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

Volunteer Information Center

Volunteer information for Katie Nelson

[M][H]I My Profile || MySchedule || MyService History || Time Sheet || Account |
Sign-Up!

Schedule yourself for volunteer duty

Thank you!
You are signed-up to serve:
Date: Saturday, October 5, 2019

Assignment: Teen Volunteer [Library\Circulation]

Note: This opening is for teenage volunteers
Froi 30am

To:1:00pm

Assignment Information

Assignment: Teen Volunteer
Availabiiity needed: Gngoing
Times needed

Morning
Afternoon:
Evening

Privacy Policy

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

Volunteer Information Center

Volunteer information for Katie Nelson

[m][mil |[ myProfile || My schedute || Myservice History || Time sheet || Account |
Instructions

Your regularly scheduled volunteer shifts appear on the calendar. Click the “Next month" or "Previous Month" buttons to view a
different month. For a printable view of your schedule click the "Printable view” button.

You have now scheduled yourself for the maximum of 1 times per
day. We appreciate your willingness to serve.
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Step 8: If you’d like to remove yourself from the schedule, select the shift and select “Remove me”

O Volunteer Management Softwars X () Volunteer Information Center X + - x

€« > C & Volgistics Inc. [US] | volgistics.com/ex2vicnetdll 4 . H

i Apps Works - Login ) VieNet

Volunteer Information Center

Volunteer information for Katie Nelson

My Schedule || My Service History || Time Sheet || Account |

Schedule for

Saturday, October 5, 2019

You are scheduled
10:30am to 1:00pm

Remove me Teen Volunteer

This opening is for teenage volunteers

Calendar view

Privacy Policy

Step 9: The “Help Wanted” bubble reappears

— & ® voigistics Inc. {U3] | VOIgisTics.com/exz/vicnetdil " @

Apps Works - Login () VicNet

Instructions
Your regularly scheduled volunteer shifts appear on the calendar. Click the "Next month” or "Previous Month” buttons to view a
different month. For a printable view of your schedule click the "Printable view” button.

LP
WANTED ~ We need volunteers on days that have the 'Help wanted' symbol.
Click any of these days to learn more or to sign-up.

Show openings in [T LTy

LN October 2019

Sunday Monday Tuesday Wednesday  Thursday Friday Saturday

1 2 3 4 5

21 22
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[ Fres monih | et moni |
Printable view

Privacy Policy

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



