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1.  Purpose
The purpose of this document is to explain how volunteers can use 
DemandBlue’s Volunteer self-service portal app to register, sign up for jobs, 
report their attendance and view personalized metrics.

2. Volunteer self-service portal walkthrough

     2.1. Guest Volunteer
When guest users access the site URL, they will land on the home page of the 
portal as shown below

1.  Register using “Volunteer with us” link: new volunteers can sign up through 
the "Volunteer with Us" link on the home page. When they click on the link, a     
signup form will be displayed as shown below.
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Guest users shall fill in their details in the signup form as shown below and 
click 'Next'
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On the next screen, a 'Thank You' message will be displayed. 

On the next screen, the summary will be displayed with the details entered 
on the previous screen. Click 'Next'.
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A contact record will be created in Salesforce based on the details entered 
in the signup form
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Volunteers can navigate to the volunteer job tab.

2. Sign up for a Volunteer Job:
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They can click on any available volunteer job. 

Note: The admin needs to create Volunteer Jobs and Shifts in their organization.
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The Volunteer Job signup form will be displayed. Volunteers can fill in the 
volunteer details and click on 'Next'.
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On this page, the volunteer job details, and related shift details will be 
displayed. Volunteers shall click on the "Sign up for Volunteer Job" button.
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On the next screen, the Summary screen will be displayed. Click on 'Next'.

Volunteers can select the available shift to sign up for, and then click on 'Next'.
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After submitting the volunteer Job signup form, a Volunteer Contact and 
Volunteer Hour record will be created in Salesforce.

11

On the next screen, a "Thank you" message will be displayed. Click on 'Finish'.
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Select a shift from the volunteer job page.

3. Sign up for a Volunteer Shift

Click on the 'Signup for Volunteer Shift' button.

Volunteers also have the option to sign up against a specific shift based on 
their availability.

https://www.youtube.com/c/demandblue
https://twitter.com/demandblue
https://www.linkedin.com/company/demandblue/
https://www.facebook.com/demandblue


13

The Volunteer Shift signup form will open. Volunteer can fill in the details and 
click 'Next'.

On the next screen, the Summary screen will be displayed. Click on 'Next'.
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After submitting the volunteer Shift signup form, a Volunteer Contact and 
Volunteer Hour record will be created in Salesforce.

On the next screen, a "Thank you" message will be displayed. Click on 'Finish'
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Click on the “Volunteer Reporting Hours” tab.

The Volunteer Reporting Hour form will be displayed. Enter the existing 
Volunteer contact details and click 'Next'.

4. Submit the Volunteer Reporting Hours (attendance)

Volunteers can use the “Volunteer Reporting Hours” tab to specify the number of hours 
they contributed for a volunteering activity.
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On the next screen, the Summary screen will be displayed to validate the 
details entered. Click on 'Next'.

On the next screen, a 'Thank you' message will be displayed. Click on 'Finish'.

On the next screen, volunteers shall select the shift details, enter hours worked 
and comments. Click on 'Next'.

https://www.youtube.com/c/demandblue
https://twitter.com/demandblue
https://www.linkedin.com/company/demandblue/
https://www.facebook.com/demandblue


17

2.2. Logged in Volunteer

For logged-in volunteers, the portal will have the same tabs as guest volunteers. In 
addition, they see a tab called 'View Your Information' which will display personalized 
information as explained below.

Below image shows the Portal view for logged in volunteers 

Note: For logged in volunteers, all the forms will be pre-populated with volunteer details 
unlike guest volunteers.

Volunteer attendance details will be captured in Salesforce. In Salesforce, Tim 
David's volunteer hour status will be changed from confirmed to completed as 
shown below.
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The "View Your Information" tab provides the following information.

1. Contact Details

2. Volunteer hour(s) by month

3. Scheduled Volunteer Shifts

4. Your Recent Volunteer History

Volunteer shall click on the “View Your Information” tab.
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Volunteers can use this section to update their contact details as shown below by 
clicking on the “Update” button.

1. Contact details:
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This section will display the completed volunteer hours by month for the logged-in 
volunteer.

2. Volunteers hour(s) by month:  

Details will be updated in the volunteer contact. In this case, “Home Phone” has 
been updated successfully in Salesforce as shown below.
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Volunteers can select multiple shifts from the table and click on 'Cancel 
Selected Shifts'.

This table displays the upcoming volunteer shifts for the logged-in volunteer.

3. Scheduled Volunteer Shifts:
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A warning screen will be displayed with the selected shifts. Volunteers can 
click on the 'Yes, Cancel' button to cancel the selected shifts.

Canceled shifts will be removed from the table and Status will be changed 
to “Cancelled” in Salesforce.
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3. Click on ‘Preferences’. Select the checkbox “Show all settings in Workspaces” 
and click on ‘Save’.

This table will display the volunteering history for the logged-in Volunteer.

4.  Your Recent Volunteer History: 
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THANK
YOU.

CONTACT

Phone     : +1 909-402-3453

Email     :  info@demandblue.com

Website  : www.demandblue.com

@demandBlue

@demandBlue

@demandblue

@demandblue
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