
Monthly PrestoGEM Schedule for Volunteers 

Summary of instructions and suggestions 

Page(s) Function to be performed PrestoGEM Features 

1 – 3 Optional:  Configure Group Time Zone and Self-Registration Settings Admin Home; Configure Group 

4 – 6 
Create Event; Enter Event Name (“Performances”), Start Date and Number of Days; 

Enter Event Chairperson, Signups Coordinator and UI Term for Location (“Performance”) 
Admin Home; Create Event 

7 – 8 Turn off the automatic messages associated with volunteer self-signups Admin Home; Setup Auto Messages 

9 – 11 Add the first schedule item to the new event Admin Home; Make Signup Schedule 

12 – 16 Create a Calendar View of the new event’s schedule 
Admin Home; Make Signup Schedule; 

Magnifying Glass icon 

17 – 20 

Change the name of the schedule’s List View from “Volunteer Signup” to “Signup List”; 

Change the schedule’s Signup/Cancel deadline from “8 hours … before” the event to “When 

Activity Is Scheduled” 

Admin Home; Manage Schedules 

21 – 25 Add the remaining performances to the schedule Admin Home; Make Signup Schedule 

26 – 28 Allow volunteers to signup only for volunteer activities Admin Home; Manage Activities 

29 – 30 Change the “Web Stage” of the new event to “Published”  Admin Home 

31 Optional:  View Sign-up Calendar (Requires Volunteer Role) Self-Signup Home 

32 – 33 Optional:  View Sign-up List (Requires Volunteer Role) Self-Signup Home 

35 – 39 Optional:  Delete an event that has expired Admin Home 

 



This is the PrestoGEM admin login page.
To verify or change group settings, continue with the next page.
To create a calendar for volunteer signups, proceed to page 04.

Make volunteer signup calendar  00_Admin_Login



Click on “Configure.”

Make volunteer signup calendar 01_Configure_Group



02_Time_ZoneMake volunteer signup calendar

Choose the time zone which best represents the group.

Choose a time zone



03_Self_Register

1.  Choose whether self-
registration is allowed or
not allowed.

2.  Click “Update” when
finished.

Make volunteer signup calendar

If self-registration is allowed, watch the audit log in order to
assign the “Volunteer” role to newly registered volunteers.

Click “Update” or “Cancel” to exit the “Configure Group” page.



Make volunteer signup calendar 04_Create_Event

Click
here

Click “Create Event” to begin the process to make a new
volunteer signup calendar.



Click
here

Click “Create Event” to continue the process
to make a new volunteer signup calendar.

Make volunteer signup calendar 05_Create_Event_Options



Make volunteer signup calendar 06_Create_Event_Info

Avoid dates in event names;

Setup and takedown should be zero;
Public should be number of days
in the month;  Event Chair and Signups
Coordinator should be “webmaster”;

Use the first day of the month;

“Performance” is a suggested
replacement for “Location”

Click here when finished

Follow the suggestions above to fill in the info.
Click “Create” when finished.



07_Setup_Auto_MessagesMake volunteer signup calendar

Click Here

Click on the “Setup Auto-Messages” item.



08_Self_Signup_ActionsMake volunteer signup calendar

Choose
“Don’t Send It”

Choose “Don’t Send It” as the Auto-Message Policy for the
“Confirm Self-Signup” and “Confirm Self-Request” actions.



Make volunteer signup calendar 09_Make_Signup_Schedule

Click here

Click “Make Signup Schedule.”



10_Add_Schedule_ItemMake volunteer signup calendar

Click here

Click “Add Schedule Item.”



11_Schedule_Item_InfoMake volunteer signup calendar

Maximum number of volunteers

Performance starting time and ending time

Performance date
The activity should be “Volunteer” followed by a comma
followed by a very brief description of the performance

Enter the required info for the first performance of the month,
then click “Add and Close.”

Click here after info above
has been entered



12_Make_Schedule_ViewMake volunteer signup calendar

Click here

Click on the magnifying glass icon to make a calendar view
of the schedule being created.



13_Calendar_CC_by_PerformanceMake volunteer signup calendar

1.  Click here

2.  Choose this item

Choose “Calendar (CC by Performance)”
as the “Layout to Show” option.



14_Display_ViewMake volunteer signup calendar

Click here

Click “Display View.”



15_Save_Calendar_ViewMake volunteer signup calendar

Click here

Click “save it.”



16_Save_Public_ViewMake volunteer signup calendar

1.  Click here
2.  Type the name
“Signup Calendar”

3.  Click here

Choose “Create Public Schedule,”
enter the name “Signup Calendar”
and click “Save View.”



17_Manage_SchedulesMake volunteer signup calendar

1.  Click “MORE.”
2.  Choose “Manage Schedules.”

Click the “MORE” arrow under “Make Signup Schedule”
and choose “Manage Schedules” from the drop-down menu.



18_Update_Actual_ScheduleMake volunteer signup calendar

Click here

Click the update icon for the “Volunteer Signup (actual)” schedule.



19_Schedule_NameMake volunteer signup calendar

1. Change the
Schedule Name
to “Signup List”.

2. Click the “Signup/Cancel Deadline”
button and choose “When Activity is
Scheduled” from the drop-down menu.

Change the Schedule Name and choose the
Signup/Cancel deadline.



20_Complete_Schedule_UpdateMake volunteer signup calendar

Click here

Click “Update” to complete the schedule property update.



21_Continue_Make_ScheduleMake volunteer signup calendar

Click here

Click “Make Signup Schedule.”



22_Add_Repeat_PerformanceMake volunteer signup calendar

Click the “Add” button
of a performance to be
repeated…

… or click any other
“Add” button to add
an unrelated
performance.

Click an “Add” button to add the next performance.



23_Add_One_DayMake volunteer signup calendar

Click “Add 1d” to
add a day to the date
of a performance to
be repeated.

Click “Add” when
all info is ready.

Click “Add 1d” or type in the date as needed for the performance
to be added.  Click “Add” when all info is ready.



24_Add_Another_DayMake volunteer signup calendar

After using “Add 1d” or “Add 1wk” the Activity, Time and/or the
Availability may be changed as needed for another performance.



25_Complete_Make_ScheduleMake volunteer signup calendar

Click here

Click “Close” after all performances have been added
to the schedule.



26_Manage_ActivitiesMake volunteer signup calendar

Click here

Click “Manage Activities.”



27_Select_ActivitiesMake volunteer signup calendar

1. Click the “SEL” (Select) boxes for all activities.
2. Click the Update box for one of the activities.

Select all of the activities and start to update them.



28_Matches_RoleMake volunteer signup calendar

1. Select the “Matches Role” option from
 the “Self-Signups” drop-down menu.
2. Click here.

Choose “Matches Role” for “Self-Signups” of all activities so that
volunteers may sign up only for volunteer activities.  Click “Update.”



29_Admin_HomeMake volunteer signup calendar

Click
here

Click “Admin Home.”



30_Event_PublishedMake volunteer signup calendar

1. Choose “Published” as the
“Web Stage” of the new event.

2. If you have the “Volunteer” role, click here

Set the “Web Stage” of the new event to “Published.”
If you have the “Volunteer” role, click “Self-Signup Home.”
Otherwise, skip to page 34.



31_Signup_CalendarMake volunteer signup calendar

Click
here

Click “Signup Calendar” to examine the calendar view
of the new schedule as it will be seen by volunteers.

(Warning:  This step works only if you have the “Volunteer” role.)



32_Signup_ListMake volunteer signup calendar

Choose the
“Signup List”
view

Choose the “Signup List” view of the new schedule
to see how it will be seen by volunteers.

(Warning:  This step works only if you have the “Volunteer” role.)



33_Ad_HomeMake volunteer signup calendar

Click
here

Click “Ad-Home.”



34_New_Schedule_CompletedMake volunteer signup calendar

You have completed a new volunteer schedule.

To delete an expired schedule,
continue on the next page.

To log out, skip to page 39.



35_Select_Expired_EventDelete Expired Event

Click the button for the event to be deleted

Select the event to be deleted.



36_Out_of_DateDelete Expired Event

Click here and choose
“Out-of-date” from
the drop-down menu

Change the “Web Stage” of the expired event to “Out-of-date.”
This step is required before the expired event may be deleted.



37_Delete_EventDelete Expired Event

Click here and choose
“DELETE EVENT” from
the drop-down menu.

Delete the expired event.



Delete Expired Event 38_Delete_OK

Click here

Click “OK.”



39_LogoutDelete Expired Event

Click
here

Click “Logout.”



Delete Expired Event 40_Logged_Out

You have logged out of PrestoGEM.
You may close this browser window.


