Steps for NAE4-HA Volunteer Slots on sighupgenius.com

Visit go.osu.edu/NAE4-HA to sign up for slots.

If you received the link in an email, please open the email and click the orange “Sign Up” button
to proceed to the “Event” sign up.

Read the introduction for a brief review of the sign up information. You will see a table view of
dates, locations, times, the event available, and the slots that are open for that particular event.
You may also select “Calendar View” from the top of the table. This will replace the event listing with a calendar screen
and show the events on each day available. You might find this helpful if you are looking for specific days to work.

In the table view, if anyone else has already signed up, their name will appear in the far right column with a check
mark. If all slots for a particular event are already filled, there will be no “Sign Up” box for you to select.

To actually sign up for an event

e For the events that you are interested in, click the “Sign Up” box so that the check mark indicates you are
signing up
e Atthe bottom of the webpage, click “Submit and Sign Up”

On the next page, you will enter additional information. Do not change the number in the “Quantity” column. This must
remain as “1” unless you have figured out how to duplicate yourself somehow! If there is anything you feel like we
need to know about to make this a good experience, please share in the comment section.

Please enter your name and email address. The state will be helpful for us to see who is volunteering and what states
are represented.

e You can choose to create an account so that you can return and edit your items if you require making a
change later

e You may also choose to request a confirmation email that will send you a link that will allow you to make a
change later, without creating an account

e If you do not have a SignUpGenius account, enter your name, email, and state

e Add your phone number

e Click “Sign Up Now!”
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On a new page, you will see a summary of the events, dates, and times that you have indicated.

¢ You have the option of adding these events to your personal calendar if you use Outlook, Mac iCal, or Google
Calendar

(continued on next page)
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Want to add more events than what you just indicated?

e Click “Return to Sign Up” and repeat the process
e You should see your name in the options you already selected
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If you created an account, boxes for “Edit,” “Swap,” and “Delete” will be visible

If you would like to edit your entry, click the green pencil box to add a comment

If you would like to swap your entry with another participant, click the arrows box and follow the prompt
to send an invite to swap to one of your peers

If you would like to delete this entry and make it open for others to take your spot, click the green “x”
box

If you require changing your sign up and you DID NOT create a signup genius account, follow these steps:

e Visit the event sign-up page

o Between the introduction and the table of events, click: “change your sign up”

¢ Follow the prompts. You may make your own account (this might be easiest route) or send yourself a link that
will enable you to edit your own sign up items without contacting the page creator.

¢ Find the email sent to you by signupgenius. “Click here to edit” will take you to the sign up for that one event.
You may click “delete” at the bottom of that page to remove yourself from that one event. If you have more
than one event to do this for, you must go to the email and “click here to edit” for each event.

If you require changing your sign up and you DID create a signup genius account, simply login and make edits as

needed.

If you have any questions, please contact
Joy at sharp.5@osu.edu
Rebecca at supinger.5@osu.edu
Kayla at Oberstadt.1@osu.edu

This document was originally created by Kayla Oberstadt.
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