
1. You will receive an email invitation to the group page. It will look something like this:

 

*Please save this email! It is your access to the website. However, if you lose it, I can resend it so just let 

me know. In the future, we may be putting a link to the group page on the JTJ website and Facebook 

pagebut for now, the email is your ticket in. 

 2. Click on the link to go to the webpage. This will bring up the group page in a new browser.  

3. Once you get to the group page, you can view all the events we need volunteers for. Either click on 

the event name, or click view. 

 



4. A page will come up that asks you to confirm your email. Click next 

 

5. If you are available to volunteer for an event, simply click sign up. If there are several shifts or roles 

within an event, they will all be listed by name and time on this screen. You may sign up for a specific 

shift or several if you are willing. This page also give you the details of the event such as the times, what 

to wear, where to meet, etc. I may not always have the exact details of events when they are placed in 

volunteer spot, but if you sign up it will update you by email when changes are made, otherwise I will 

email with details as I get them.  

 



6. On the next screen, you may add comments in if necessary (i.e. I will have to leave early) as seen in 

the yellow highlighted area. Just click save to confirm your spot, and a confirmation page should appear. 

If you use google calendar or iCal, the confirmation page also allows you to add this event directly to 

your calendar. 

 

7. If you are unable to volunteer for an event, instead of selecting Sign Up, please click on No Thanks. 

This will allow me to know who is unavailable vs. if you may have forgotten. If we are still seeking 

volunteers for events at last minute, we may be calling to recruit. By letting me know you are 

unavailable, it will save a phone call.  

 



8. If you sign up, and need to cancel your spot, you may do so at any time by going back into the event 

and clicking on the orange trash can to remove yourself as a volunteer for that event. 

 

 

 

As always, email me with any questions (swanson.tiffinee@mayo.edu) you may have. If you aren’t 

computer savvy or find this particularly hard to use, just email me to let me know and I can manually put 

things in and just email with details instead. Please remember to confirm whether you are available or 

unavailable by either signing up or declining each invite. I hope it is not too much of a hassle to do it for 

each separate event. I know sometimes we have a lot going on, but it will really save me time because 

we won’t bug you with a phone call wondering if you are free or not. Thanks for all you do! 
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