
Made with Scribe - https://scribehow.com 1

Volunteers: Using the Check in Kiosk
Learn how to efficiently manage your volunteer attendance by checking in and out of
volunteer opportunities. This guide provides instructions on checking in and out of an
opportunity, adding yourself as a new participant, updating check in statuses, and
accepting the volunteer waiver where necessary.

1 When you arrive to your shift, use the iPad to check in using our volunteer check
in kiosk.
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2 You can find yourself by looking at the list or using the "search" bar. Once you
have located your name and shift.

Click "Check in".

3 If you haven't already signed the waiver for a specific opportunity, the kiosk will
prompt you to do so.

Click "Accept"
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4 When you are done with your shift, use the kiosk to check out.

Click "Check Out"
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5 If you mistakenly "Check in" for the wrong shift or another volunteer you can fix
this error right away.

Click "Undo Check In"

6 Once another volunteer arrives, they can also sign in on the same kiosk window.

Click "Check In"
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7 Once a volunteer is finished with the shift they can check out.

Click "Check Out"
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8 If you are not already scheduled but would like to be added for the day, this can
be done on the check in kiosk.

Click "Add Participant"

9 Find the opportunity you would like to be added to.

Click "Select"
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10 Type the first and/or last name of the volunteer into the search bars.

11 Once the correct volunteer has been found,

Click "Select"
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12 Click "Add & Check In Participant"

13 Click "Done"

Don't forget to click "check out" at the end of your shift!


