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3. Scroll down and click on the activity for which you would like to sign up.  
 

 
 

4. Scroll down through the list of pre-determined shifts and check the “Sign Up” box 
for those which you would like to schedule. Then click “Save.” 

 At the top of the page will see a variety of filters for navigating through the listed 
shifts. These include days, current volunteer count, etc. Checking these boxes 
will help build the shift list according to your preferences. 

 
5. After signing up for your chosen shifts you will be asked to confirm your schedule. 

Click on each additional shift’s confirmation box and then click “confirm all” to have 
your sessions added to your activity list. 
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VIEWING SCHEDULED SHIFTS 
 

To see a full list of your scheduled shifts click on the “Assignments” tab. On this page 
you can view all your upcoming shifts, as well as download a calendar of your 
assignments, sign up to receive email reminders or download and print your schedule. 
 

 
 
For an alternate view of scheduled shifts, click on the “Home” tab. On the top right hand 
corner you will see a dialog box that lists your upcoming dates. You can even synch your 
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volunteer profile with your personal calendar by clicking the corresponding email 
service widget. 

 

 
 

CANCELING A SHIFT 
 

1. Log into your volunteer profile. 
2. Click on the “Assignments” tab. 
3. A list of your scheduled shifts will be listed on the page. 
4. Check the box on the far right for the shift you’d like to cancel, and click “remove”. 
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LOGGING HOURS 

 

Volunteers can enter their hours at the end of a shift, prior to leaving, or from anywhere 
internet access is available.  

Remember to enter all of your volunteer – event those for  activities outside of the 
Society including special events, fostering, special projects and pet visitation.  

Use the instructions below to enter and track your volunteer hours. 

1. Log In to your volunteer profile. 

2. Click on the “Hours Log” tab 

 At the top of the page you will see a summary of your recent volunteer hours. 

3. Scroll down to the bottom of the page to log new hours. 

 

4. Using the drop down menu, select “Active”, the department, and then the volunteer 
activity.  

5. Next choose the date and enter the number of hours/minutes volunteered. 

6. Click the “Save” button and you’re all done!  

 If you make a mistake or need to edit, click “Delete” to remove the entry.  
o When prompted, verify your choice by clicking “OK” to delete the entry 

or “Cancel” to end the function. 
o After deleting you can enter the correct information at the bottom of the 

page. 

 

NEED HELP? 

 h a s  

https://volunteersquared.zendesk.com/

