
VOLUNTEER
HUB

A  H O W  T O  G U I D E  F O R :

M A K I N G  A N  A C C O U N T

R E G I S T E R I N G  A N D  C A N C E L L I N G  S H I F T S

C H E C K I N G  I N  A N D  O U T AT S H E P H E R D ’ S  TA B L E

https://www.shepherdstable.org/
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C R E AT I N G  A N  A C C O U N T

S T E P  1

Click on the link provided and you will see this page. Click the Create Account 

button on the top right of the screen.

S T E P  2

You will then see this page, make a username and password.
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S T E P  3

The next page is affiliations. You will select all affiliations that pertain to you 

and your availability.

This will not restrict you from volunteering for any events. It tells us your interests for future opportunities.

S T E P  4

When you hit Next, you’ll see this page. This is where you fill in your profile: name, 
address, email address, and emergency contact.

If you don’t have an email address, please contact our Volunteer Coordinator at 301-585-6463 x217.
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S T E P  5

You will then see this screen, stating that you successfully created an account. 

Click Next…

S T E P  6

A calendar will come up with all available shifts.
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R E G I S T E R I N G  F O R  A  S H I F T

S T E P  1

When you log into your account, you’ll see the calendar view. You can use the drop 

down as shown in the image to view just the Meal Service shifts.

S T E P  2

Click on the day you are available to volunteer.
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S T E P  3

This screen will pop up, and on the right side of each shift, you’ll see the Sign Up 

button. Click on the shift for which you would like to volunteer.

Join Waitlist puts you on a waitlist. You will be automatically 

notified if someone cancels and will be reserved for the event.

Reserved means the spaces are not full but are reserved for a 

group. Spaces will open up a few days before the event if the 

group does not claim them.

RESERVED

JOIN WAITLIST

S T E P  4

This page will pop up and confirm that your registration is complete! 
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C A N C E L L I N G  A  S H I F T

S T E P  1

To cancel your registration, log in to your account, click on My Schedule which is 

on the top right of the screen.

S T E P  2

You’ll see a list of all your registered events. Next to each event is a Cancel 

Registration button. Click on that button to cancel.
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S T E P  3

It will confirm that you want to cancel the shift. Click Next.

S T E P  4

Now your cancellation is confirmed. Press Exit to go back to the calendar.
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C H E C K I N G  I N  AT T H E  K I O S K

S T E P  1

Enter part of your name, username, or phone number to find your account.

S T E P  2

It will ask you to confirm your account. Click Continue.
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S T E P  3

The shift you’re registered for will show up on the screen. Click the Continue button.

S T E P  4

A confirmation screen will pop up. Press Start over to go back to the home screen.
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C H E C K I N G  O U T AT T H E  K I O S K

S T E P  1

Put in part of your username, name, or phone number to find your account.

S T E P  2

Confirm your account. Click Continue.
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S T E P  3

The shift you’re registered for will show up on the screen. Click the Continue button.

S T E P  4

You will receive a confirmation. Click Start over.



THANK YOU!
H AV E  A N Y  A D D I T I O N A L  Q U E S T I O N S ?

P L E A S E  C O N TA C T O U R  V O L U N T E E R  C O O R D I N AT O R ,  M A R C Y  M E RT I ,

M A R C Y M @ S H E P H E R D S TA B L E . O R G

shepherdstable.org

T W I T T E R I N S TA G R A M

Y O U T U B EFA C E B O O K

L I N K E D I N

mailto:marcym%40sheoherdstable.org?subject=Information%20Request
https://www.shepherdstable.org/
https://www.shepherdstable.org/
https://twitter.com/ShepherdsTable2
https://www.instagram.com/shepherdstable2/
https://www.youtube.com/channel/UCJv0FtGo5-CsN6uOrAWV6Qg
https://www.facebook.com/ShepherdsTable2/
https://www.linkedin.com/company/shepherdstable/

