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Online Scheduling Portal Instructions

Updated 9.21.23

All volunteer scheduling is done through the Online Scheduling Portal. This web-based
software is accessible from anywhere to all active volunteers and allows volunteers to easily
view, sign up for or change shifts, while letting staff create openings and track volunteer
activity. If you have any issues with the portal, email hpage@oregongardenfoundation.org.

Accessing the Portal

The Portal can be accessed via The Oregon Garden website.

1. Visit www.oregongarden.org

2. From the menu at the top of the page, mouse over “Support,” select “Volunteers,” and
finally hit " Current Volunteers” from the drop-down menu.

3. Click on the green “"Online Portal” button.

It is recommended that you bookmark this page for future reference.
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We ask that you please submit your volunteer schedule by the 25th of each month for the following month so that our staff may plan accordingly. You can

sign up for volunteer shifts in any of the following ways:

® Use the Online Scheduling Portal

¢ E-mail volunteer dates to volunteers@oregongardenfoundation.org

* Drop off your schedule in person at the volunteer office in the Natural Resources Education Center
* Leave a voice message at 503-874-4055

Having trouble with the portal? Refer to the Online Scheduling Portal step-by-step instructions.



http://www.oregongarden.org

Logging In

After arriving at the Portal home page, log in using your username and password.

e Your username is the e-mail address associated with your volunteer record.

e Your password is the one you created when you completed the online Volunteer
Application.

If you cannot remember your password, you may click on the blue “Forget Your Password?”
link to reset your password. You may also click the “Help” link for more detailed instructions.

If you are still having difficulty logging in, please contact the Volunteer Coordinator at
volunteers@oregongardenfoundation.org.
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Using the Portal

Once you have logged in to the Portal, you will see this screen. Select "Schedule” to see
available shifts.
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Welcome to the Volunteer Information Center. This new online feature gives you an easy way to keep-in-touch with the volunteer program. You can check your

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

You may navigate to prior or upcoming months using the "<” and "“>" buttons.

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.
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Days with a green "Opening” bubble have shifts available. Click on any of these days to

view open shifts. Once you have clicked on a date, you will see the following screen listing
openings.
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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
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Your Schedule

No scheduled events

Openings

® 9:00am - 12:00pm Hort Crew - Horticulture Department\Garden Grounds m
& 9 more needed

Click on the green “Schedule” button next to the shift you would like to sign up for.

You will be taken to a screen that confirms the details of the selected shift. Click *Schedule
Me" to confirm your sign up.

Are you sure you want to schedule here?

@ Tuesday, October 17, 2023
@® 9:00am - 12:00pm
Hort Crew - Horticulture Department\Garden Grounds

S 9 more needed

Cancel Schedule Me

After signing up, your scheduled shifts will be visible on the calendar. You may remove
yourself from a scheduled shift up to 24 hours ahead of time. To do so, click the shift you want
to modify on the calendar. On the next page, click the "Remove me” button to unschedule
yourself.

Updating Your Account Information

The Portal allows you to easily update your contact information and change your password at
any time. To update your contact information, hover over your name in the top right corner,
and select “Profile”.
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Save

Here you can update your contact information. On this page you will also be able to make
changes to your availability, emergency contact information, assignment preferences and
more.

To change your password and update your notification preferences, click on the “Account” tab
just below Profile and follow the instructions.

If you need to update your email address, please contact the Volunteer Coordinator at
volunteers@oregongardenfoundation.org.
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