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[NOVA] How do I manage my volunteers?

Michael M. - 2026-10-27 - Volunteers
Members or visitors to your club site may sign up for volunteer tasks on their own, but you may also register

volunteers on their behalf. This support article will show you how to add, remove, or edit the volunteer
information for a signup list.

Note

Only members with level 50 or better access may edit existing volunteer registrations.

1. To begin, log in to your account through your club homepage, then click on Member Area in the top
right-hand corner. Alternatively, click here to go directly to the ClubRunner login page.

2. Click the arrow next to Volunteers in the left-hand menu, then click View Signup Lists.
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3. Click either the name of the signup list you wish to manage volunteers for, or click the Open link in the
right-hand actions column.

Q Search Show Archived Signups © Create New Signup List
NAME ~ START DATE ~ END DATE OPEN TO PUBLIC » LINKS « ACTIONS

Book Drive Setup Jun. 01,2027  Jun.03,2027 Signup List Settings | Copy | Delete | Archive

Summer Break Volunteering  Jul. 01, 2026 Aug.31,2026 ~ Signup List  Open | Settings | Copy | Delete | Archive
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4. Click the Manage Volunteers tab at the top of the page.
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5. To register a person for a task, click the Sign Up button to the right-hand side of the task details.

@ Checkout Shift 3 @ jun. 02, 2027 1:00 p.m. - 3:00 p.m. 0 of 2 booked

# Name

In the window that appears, you have the option of registering yourself, a member from the club, or a
non-member. Fill in the necessary information and click Save or Save and Book Another if you wish to
register multiple people for this task. Once the volunteer has been booked, a confirmation email will be
sent to the volunteer detailing the event and task.

Sign Up for a Task X

[ Checkout Shift 3 (Jun. 02, 2027 1:00 p.m. - 3:00 p.m.)
Contact Information

Member Type:* O Member of my Club
® Not a Member
O Myself
First Name:"
Last Name:™
Email:
Phone: fel+1 ~ ext.
0 | have received consent from this individual for the collection,

storage, and use of their information by Rotary Club of Kipling as
described in this Privacy Policy. They understand that they may
receive emails, and can opt out at any time. A notification email
will be sent to the individual the first time their contact
information is stored.

Cancel Save and Book Another

6. You may edit an existing volunteer registration by clicking the name of the registered person and
making changes to their contact information as necessary. To unbook the volunteer from the task
entirely, click the X icon.



June 2 (3 Tasks)

@ Checkout Shift1 @ Jun. 02, 2027 9:00 a.m. - 11:00 a.m.

O #
O 1
O 2

Name

Copper Alfright

Kevin Turner

Unbook Selected

All 2 Positions Booked



