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Overview

Volunteer and shift requests are managed through EMS. Once approved, the volunteer receives an email
confirming the approval. A second email is sent to the volunteer to provide Shift Selection timeline
details. After the shift request deadline, the requests are reviewed to appropriately complete
assignments for the competition. The volunteer is then able to review the Volunteer Schedule, for the
competition, via EMS.



Volunteer Control Process
Volunteer Control is commonly used at local competitions. Volunteers can sign up and assign
themselves to available shifts for your competition. Volunteers and selected shifts are automatically
approved, giving volunteers full control of their schedules.
1. Volunteer submits a request
a. Contains personal information
b. Provides volunteer experience and skill set
2. Volunteer selects a preferred shift based on a first-come first-served basis

Non-Member Account Creation
Individuals that are not members of U.S. Figure Skating will create a non-member account. This account

provides access to sign up for volunteer opportunities during the competition. Compliance is also
established and tracked.

1 Access Members Only:  www.usfsaonline.org

*** Helpful Tip: 1t is recommended to use a Google browser. ***

Click Non-Member? Create Account. =
2 PR Members_Qg!vy-“

3 Click I am a Volunteer.

Account Creation

If you are a member of Learn to Skate USA or a U.S. Figure Skating club, you already have an ID and account. Return to the login page fo enter your ID and
password fo gain access to your account or use Forgot Password. If you need further assistance, email Member Services - memberservices@usfigureskating.org

» | am a Yolunteer

To volunteer at any club or U.5. Figure Skating activity, an account must be created.

P | am a Foreign Athlete, Coach, Official

To compete and/or coach at a sanctioned non-qualifying competition, individuals that belong to 1SU member countries must create a U.S. Figure Skating
account.



file://///usfsa.local/DFS/USFS/Product%20Support/Training%20Documents/Working%20ID%20Docs/LOC_Volunteer/www.usfsaonline.org

4  Provide your personal information in the required field. Click I’'m not a robot.

Account Creation

Personal Information

First Name * Last Name *

Date of Birth * &8 Gendar * © Female © Male

Couniry * United States of Americ ¥

Streat Addrass * Address Line 2

City * State * Select v

Zip/Postal Code *
Cell Phone * Email *

IN CASE OF EMERGENCY, PLEASE NOTIFY
Name Relation to You

Phone

I'm not a robot

-

5 Click Save & Continue.

6  Youare assigned an account number. Record the number to access your new account.
Create a password; save for your records.

Create Password

Access 1o hitp://www.usfsaonline.org for non-members will require the account number below with a password. Please use the space provided below to create a
password.

Number 1000151

Create Password
Re-enter Password

Password Requirements ~ Minimum of 6 characters

Save & Confinuve

7  Click Save & Continue.



Submit a Volunteer Request
Volunteer Opportunities are accessible to any user that has an U.S. Figure Skating account.

1 From the Members Only or the EMS Main page, click VOLUNTEER OPPORTUNITIES.
Refer to Non-Member Account Creation for instructions to access EMS.

Qick Access Links
Scholarship Apphcasons or ;'1'. VOLUNTEER OPPORTUNITIES
Fomirvabcny
Yolundeor Oppormities

2 Locate the competition of your choice and click Volunteer Now!

Volunteer Opportunities

Thank you for your interest in volunteering at a U.S. Figure Skating sanctioned competition. Listed below are the competitions
currently available for sign-up. If the event you are looking for is not listed below, refer to the competition website for additional
information or check back soon!

Upcoming club competitions

No Competitions Current Available

Upcoming USFS Competitions

2019 U.S. Adult Figure Skating Championships - 4/2/2019 - 4/7/2019 (Salt Lake Sports Complex) m
2019 U.S. Synchronized Skating Championships - 2/28/2019 - 3/2/2019 m

Note: The “Coming Soon” message populates if the opportunity is for a future date.

3 From the “General Information” page, verify that your information is complete. If your
details require correction, click My Profile to update.

Volunteer Accreditation Request - General Information
Personal Information — To update your information, access My Profile
First Mome*: Michelle Lost Name*: Collins
Date of Birth*: Gender*: Female
Straot Addrass*: Addrass Line 2:
City*: Stote™: Select
Tip Code™:
Call Phane*: Email*;
I CASE OF EMERGENCY, PLEASE NOTIFY
MNama®: Ralaticn o

You*:
Phane*:




4 Review the “IN CASE OF EMERGENCY” section. Ensure that the following details are
correct:

. “Name”
e “Relation to You”
e “Phone”
5 Click Save & Continue to secure the changes.

6 Click EMS to return to the Volunteer Sign-up and Shift Select process.

P ISR e
1= mnﬂﬁ Cart (0) 50.00
Events v | General Info IR E\iS Directory v | Account »

7 Complete the following:

e Provide any volunteer experience you have

e Agree to terms & conditions

e Consent to criminal history records check
Note: This is at the discretion of the local organizing committee (LOC). By
clicking this button you are consenting to the check, not beginning one.

Volunteer Accreditation Request - Event Selection

Experience
What volunteer experience do you have? * Check all that apply and describe

[ Figure Skating
[ Special Events
() Business Events
) Other
[/ None

Volunteer Skillsets:

Terms & Condifions

= * | agree fo the terms & conditions of this application.

[ * | consent to a criminal history records check, if necessary.

8  Click Submit.



9 Your request has been submitted.

Note: Approval is immediate for events using Volunteer Control. Your submission will
await approval when the event is managed by LOC Control.

Requested Competitions

o —

Competition Location Date Nex..
2019 US A_duh Figure Skating Salt Lake City, UT 4/2/2019 - Awaiting
Championships 4/7/2019 Approval

10 You will receive an email providing the request status after the Volunteer Request
Deadline Date.

Note: Contact the Host Club for inquiries or to obtain the status of a request.

Shift Request

As an approved volunteer, you will have the opportunity to request shifts, via EMS, after receiving the
Volunteer Approval email. Requests are submitted by selection during the Shift Request period. You are
not limited to a number of shifts. All requests are subject to LOC approval.

1 From the Members Only or the EMS Main page, click VOLUNTEER OPPORTUNITIES.
Refer to Non-Member Account Creation for instructions to access EMS.

Quick Access Links
Scholarship Apphcasons or -n VOLUNTEER OPPORTUNITIES
Fomirvolony

Wolundeey Oppormifies




2 You are able to request shifts from the VOLUNTEER OPPORTUNITIES page

Requested Compatifions

2019 U.5. Adult Figues Skating > : 4/2/2019 Awaiting
Salt Lake € ut
Champlonships s 44772019 Approval
shik
. Selection: ey e
2019 1.5, Synchionized Shating 2/268/2019 - SELECT
b Hym 11
Championships i 3/2/2019 £ 28120 SHIFTS
1/15/2019

or click Shift Selection and select the correct competition.

Volunteer Management - Selection of Shifts
Sl'li& SMI‘O“ m T Select o Compalition -

2019 U5, Synchronized Skating Champicnships

2z Alist of available shifts appears on the left-hand side. Select the desired shift to review
positions available.

Note: Shifts are associated with date and time. Positions are volunteer roles during the
shift.

Volunteer Management - Selection of Shifts

(L8 R 2019 U.S. Synchronized Skafing Championships «

Thursday New Shifi & =
2/28/2019 12:00 PM - 4:00 PM POSIMON: Accounting Runner
,j LOCATION: USA Hackey Asena - Sheet |
ADD

POSIMION: Accrediation farena)
LOCATION: USA Hockey Arena - Sheet 1

POSITION: Accraditation (host hoel)
LOCATION: USA Hockey Arena - Sheet 1
ADD

POSITION: Airport Greeter/lInfo Desk
LOCATION: USA Hackey Arena - Sheet |

ADD
POSITION: AnfiDoping Chaparons [min. 18 yrs of age|
LOCATION: USA Hockey Arena - Sheet 1

ADD

4  Select the desired position from the “Select Position You Want to Work” column.
Note: When under Volunteer Control, the position is not visible when shifts are no
longer available.

Uil \When under LOC Control, EMS will inform you if the limit was reached for
the selected position.

5 Click Review.



Review the schedule you have selected.

Review Schedule x

Day Y Time

Thursday, February 28, 2019 12:00 PM - 4:00 PM

Y Position Y Location

USA Hockey Arena -

Practice lce Sales
Sheet 1

Y Preference T

1

-

U I=HOIXVANWAI: Before confirming your schedule ensure that it is correct. Once you
confirm the schedule, you will NOT be able to make changes.

Are you ready to confirm your selection or you will make changes?

Confirm Schedule X

fime?

Once you confirm your shift selections, you will no longer be
able fo edit them. Are you sure you want to confirm at this

T

are ready to confirmyour 1.

selection 2.
will makes changes 1.
2.

Click Yes to confirm.

Click No to make edlits.
Go to Step 8.

Go to Obtain Your Schedule.

Return to Step 2 (Shift Requests) and click Remove Request for each shift you are

changing.

Note: Once you have confirmed your shift, you can only remove and add shifts using
the Shift Selection page if changes are necessary. You will contact the LOC Volunteer
Manager to ensure changes are complete and correct.

Go to Obtain Your Schedule.




Obtain Your Schedule

Shifts are NOT guaranteed and are subject to change based on the competition schedule. The LOC may
approve shift requests on a rolling basis or on a predetermined date. Once approval is complete, you will
have access to view and/or print your personal schedule. Reminder emails regarding your shift(s) will be

1 From the Members Only or the EMS Main page, click VOLUNTEER OPPORTUNITIES.
Refer to Non-Member Account Creation for instructions to access EMS.

sent.

VOLUNTEER OPPORTUNITIES

Gluick Access Links
scholarship Applicosons &0
or o T
Mominabons
Yolundeey Cppormilies

2 Select the appropriate competition and click VIEW SCHEDULE.

Volunteer Opportunities

information or check back soonl
Upcoming club competitions
Mo Compeatitions Current Avallabls
Upcoming USFS Compatifions

Mo Compefitions Current Avallable

Requested Compstitions

2019 U.S. Advl Figure Skating 41212019 -

Sal Laks Ciry, UT

Championships 47717019
2019 L5 Syncheonized Shafing /282019 -
Championships b i 3/2/201%

Thank you for your interast in valunieering at a U.S. Figure Skafing sanctioned competifion. Listed below are the compeifions.
currently available for signup. If the event you are locking for is not listed below, refer to the competition website for additional

Awalting
Approsal

Wiew EW
Schadule SCHEDULE
(Y

3 Retrieve the schedule details. Click Print for a hard copy.

Championships

Doy Time Position Location
Thursday, February 28, 1200 PM - 400  Procsice ke USA Hockey Areno
2019 m Soles Shoot |
Quesnons?
— Volunsesr Monoger Qumbo.us
(modo Qsimbo wih)

0532019 U.S. Synchronized Skating

Volunteer Management - Personal Schedule

Thonk you for your continued support of Detroit Mero Skating Council
Your volunteer schedule is o3 follows

Note: Contact the Volunteer Manager with inquiries.



