
How to setup shifts for your opportunities 

1. Edit the Opportunity: in the Logistics Tab, select Hide from search results.  (this prevents non-
Master Naturalists from signing up for your opportunity.)

 
2. Close the opportunity and select it in your opportunity grid.  You can select multiple 

opportunities, but we suggest doing one at a time until you’re familiar with the process. 
3. Select Calendar from the menu 
4. Select the date you want to make the shift and press [Add] in the calendar 
5. Fill out the Shift Information - these 3 fields are the only ones that are relevant.

 
6. Fill out a shift information form for each of the shifts for each day by selecting the [Add] 

button on the calendar date. 



7. The Calendar screen will let you monitor the status of the shifts.

 
a) The volunteer list on the left appears won’t show you your list of volunteers, we 

suggest you hide it with the [-] button 
b) The calendar shift entry shows you the number of people who have signed up for the 

shift/to the minimum number of volunteers requested. 
c) Note the [Refresh] button to get the latest signups. 
d) Note the URL at the bottom, you can send this directly to your volunteers and they 

won’t have to hunt for the opportunity after they have logged in. (This can also be 
found on the first tab of the opportunity profile) 

  



 

 

The Volunteer will have to find the opportunity in the “My Placements” button on 
their dashboard.  Once found, they will need to select the “Click here for details or 
to remove yourself” to open the opportunity. 

Or, after logging in, they can put the URL of the opportunity into the address bar. 

 

 

Once the volunteer finds the opportunity with the 
shifts, they can select or deselect a shift. 

 

 

 


