
 

How To Guide for the Online Volunteer System 
The following document will serve as a guide for navigating the online volunteer 
system.  Keep this near your computer at home.  A copy will be kept in a binder 
next to the computer in each materials room. 
 
Log in 
There are two main places you can find the link to the system log in. 

1. In the top right corner on an page of the website

 
Figure 1: Volunteer Login on EV Home Page 

2. On the Current Volunteers page 

 
Figure 2: Login on Current Volunteer Page



 

On the actual login page, enter your username (your email address) and password 
(unless you change it, it is a randomly generated password that is emailed to you.) 
 

 
Figure 3: Login Page 

Your volunteer member page 
Once you have successfully logged in, you will see your personal member page.  
There are two possible features on the home page.  The first everyone has, which is 
a list of things you can do in the online system.  The second, at the bottom of the 
screen you may see a list of services.  If you do, this is a list of the services for 
which you have signed up. 
 

 
Figure 4: Volunteer Member Page 

 
 

Menu Selections 

Your services 



 

Select menu item 
Now you can select any of the items on the list by clicking on them.  To return to 
this list you can click on “<< Volunteer Member Page” at the top of any page. 
 
Sign up to teach a class or look at the schedule  
From here you can see a list of all of the scheduled upcoming services.  This list 
provides an overview of all of the services.  To get more details you will need to 
click on the subject area listed for that service. 
 

 
Figure 5: Searchable Service Schedule 

To manage the service schedule, you have the following tools: 
• Filter by service area-select Peninsula, South Bay, or Pen + SouthB from 

the drop down menu.   
o Note boarder schools are listed as Pen + SouthB and do not show on 

the list if you select Peninsula or South Bay. 
• Search for any item shown on the list.  Just start typing in the search box.   

o The list will change as you type.  For example, if you just type a 
“W” you will get services in Water Conservation, and services on 
Wednesdays, and maybe even services at Pinewood elementary 
(because there is a W in the middle of the school name). 

o You can search by subject area, services that need filling, services 
on a certain day or at a certain school, grade level, or classroom 
programs vs. field trip site. 

• Sort the list-click on any column header to sort the list by that column of 
information in ascending order.  Click on the header a second time to sort 
the list in descending order. 

Filter 

Search 
Sort 



 

 
• View more or less services-at the bottom you can select how many 

services you want to see in your list.  If there are more services that fit your 
filter or search criteria you will need to select a larger number to see them 
all. 

 

 
Figure 6: Bottom of Service Schedule 

 
“But Brittany! I don’t see a service that I know should be there!” 
The easiest thing to do is to delete everything from the search box and set the 
service area to All.  Then you can either scan the whole list, or start your search 
again with fewer parameters. 
 
Sign up for a service, training, or tabling event 
All sign up methods that were available before the online system are still in place.  
(Attend area meetings, call or email the Program Coordinator (Laurie) or your Area 
Coordinator.)  The online system is an additional way to sign up. 

• Select the service, training, or tabling event you are interested in by clicking 
on either the status or subject area for that service. 

o Note: Trainings and tabling events will have either "Training" or 
"Tabling" listed as their school so you can identify them. 

 

 
Figure 7: Portion of the Service Schedule 

• Review the details of the service.  Key additional information on the details 
page includes who is signed up and what kits are reserved for the service. 

• Click the "Sign Me Up!" button. 

Select a Number 

Trainings 

Tabling 

Click for 
details 



 

• The page should refresh and you should see your name appear in the list. 
o Note: Signing up for a training class in this way means you are 

going to help demonstrate a kit to the new trainees. 
 

 
Figure 8: Service Detail Page 

"But Brittany!  I accidentally signed up for the wrong service!" 
or 
"But Brittany!  I'm no longer able to help with a service that I signed up for!" 
You will need to contact the Programs Coordinator (Laurie) to be removed from a 
service.  This way we are aware when a space opens up again so we can be sure to 
get it filled. 
 
 
"But Brittany!  I want to take the training class as a student, not demonstrate a 
kit!" 
RSVP for the training directly to the Education and Training Director (Brittany). 
 
"But Brittany!  I just want to observe a service, how do I sign up for that?" 
At this point you will need to sign up to observe through one of the other sign up 
methods: attending an area meeting, call or email the Programs Coordinator 
(Laurie) or your Area Coordinator. 

Click to Sign Up 



 

 
But Brittany!  There are no kits listed in the materials reserved area, why not? 
There are two main possibilities; 1) The lead hasn't told us which kits to reserve 
yet, and 2) the service is part of a larger group (doubles, triples, or sets of services 
over multiple days), in which case the kits are listed with the first service of the 
grouping. 
 
Pickup kits for a service 
While you can see this section of the online system from your home computer, you 
will only be able to complete these steps from one of the materials rooms. 
 
In order to pick up kits for a service, you must be signed up to participate in that 
service in some way (as lead, regular volunteer, or observer).  On the first screen 
you will see a list of the services for which you are scheduled. 

 
Figure 9: Services for which you can checkout kits 

• Click "Pickup" for the service for which you are picking up kits. 

Click to select 
that service 



 

• Kits that are already reserved are shown in a list. 
 

 
Figure 10: Kit Checkout Page 

• Scan each item you are checking out with the barcode scanner.  The item 
will be highlighted in the list. 

o Kits with multiple parts need each part scanned individually. 

 
Figure 11: Scanned kit is highlighted 

 
• To add a kit piece that isn’t previously reserved, simply scan it too.  If it is 

available during the time of the reservation, it will be added to the list. 

Click to checkout 



 

• If you mistakenly scanned something you do not want, scan it again to 
remove it from the list.  If you mistakenly remove something from the list, 
scan it again to return it to the list. 

• When you are done, click “Checkout” to complete the process. 
 
“But Brittany!  What if the barcode scanner isn’t working?” 
Never fear, you can also manually enter a barcode by typing in the number that 
appears just underneath the actual barcode on the kit tag.  Then press Tab. 
The computer should respond just as if you used the scanner. 
 
“But Brittany! What if the computer isn’t working?” 
First check with a staff member to see if we can help you address the issue.  (In 
South Bay, feel free to use the phone to call the Peninsula office-650-961-0545.) 
If you can’t get a hold of a staff person, or it is certain there is not immediate 
solution (e.g. a power outage), use the emergency kit check out slips, which will be 
located by the computer in each materials room. 
 
“But Brittany! I need to check out a kit for a training class, or a tabling event, 
what do I do? 
All events, including training classes and tabling events will show on the service 
schedule as well.  You can check out your kits just as if it is a service. 
 
 
Pickup a kit for self study 
This is the option to choose if you are interested in checking a kit out for self-
study.  As with checking kits out for a service you can review the pages at home, 
but you can only check out the kits from one of the materials room. 
 

• First, find the kit(s) you want to check out and pull them from the shelf. 
• Enter the date you plan on returning the kits.  (The system assumes the 

check out date is the current date.) 
 

 
Figure 12: For self study, select a date to return kits 

• Scan each item you are checking out with the barcode scanner.  The item 
will appear in the list. 

o Kits with multiple parts need each part scanned individually. 



 

• If you mistakenly scanned something you do not want, scan it again to 
remove it from the list.  If you mistakenly remove something from the list, 
scan it again to return it to the list. 

• When you are done, click “Checkout” to complete the process. 
 

 
Figure 13: Self study checkout page 

 
“But Brittany!  What if the barcode scanner isn’t working?” 
Never fear, you can also manually enter a barcode by typing in the number that 
appears just underneath the actual barcode on the kit tag.  Then press Tab. 
The computer should respond just as if you used the scanner. 
 
“But Brittany! What if the computer isn’t working?” 
First check with a staff member to see if we can help you address the issue.  (In 
South Bay, feel free to use the phone to call the Peninsula office-650-961-0545.) 
If you can’t get a hold of a staff person, or it is certain there is not immediate 
solution (e.g. a power outage), use the emergency kit check out slips, which will be 
located by the computer in each materials room. 

Click to checkout 



 

Return kits 
When you return a kit, it does not matter who checked it out originally.   

• Scan each item you are returning with the barcode scanner.  The item will 
appear in the list. 

o Kits with multiple parts need each part scanned individually. 
• If you mistakenly scanned something you do not want to return, scan it 

again to remove it from the list.  If you mistakenly remove something from 
the list, scan it again to return it to the list. 

• When you are done, click “Finish” to complete the process. 
• Return the items to their proper shelf. 
 

 
Figure 14: Returning a kit: after it is scanned 

“But Brittany!  What if the barcode scanner isn’t working?” 
Never fear, you can also manually enter a barcode by typing in the number that 
appears just underneath the actual barcode on the kit tag.  Then press Tab. 
The computer should respond just as if you used the scanner. 
 
“But Brittany! What if the computer isn’t working?” 
First check with a staff member to see if we can help you address the issue.  (In 
South Bay, feel free to use the phone to call the Peninsula office-650-961-0545.) 
If you can’t get a hold of a staff person, or it is certain there is not immediate 
solution (e.g. a power outage), use the emergency kit check out slips and clearly 
note that these are a return. 

Click to finish 



 

Change password 
You will start with a randomly generated password and if you need your password 
reset it will also be randomly generated.  You can use this option to change it to 
something you can remember. 

• Type your new password into the two boxes. 
• Be sure you type the same thing into both boxes. 
• Your password must be 6 characters long and have at least one capital and 

one lower case letter.  Numbers and symbols are valid to use. 
o Examples of invalid passwords: 

 Teach (too short) 
 docent (no capital letter) 
 DOCENT (no lower case letter) 
 123456 (no capital or lower case letters) 

o Examples of valid passwords: 
 Docent 
 Abc123#&% 

 

 
Figure 15: Change password screen 



 

Log out of volunteer area 
Click on this to log out of the system.  This is important to do in the materials 
rooms where multiple EVs will be using the computer, or at home if you live with 
another EV who may want to get on the online system as well. 
 

 
Figure 16: Logout location 

 
 
Return to Volunteer Member Page 
This option is available on the top of any page in the system.  Simply click on 
"<<Volunteer Member Page" and you will return you to the starting page with the 
different options of things you can do in the online system. 
 

 
Figure 17: Return to volunteer member page 

 
Enter the Wiki area containing: 
This option will take you to the EV wiki.  The wiki will open in a new window so 
you can return to the online system if you need to.  The EV wiki is where you can 
find the scripts for all kits, the subject guides, the EV roster, and many more useful 
resources.  You no longer need to login to the wiki as you have already logged into 
the volunteer online system. 
 

Click to return to the start 

Logout here 


