Quick Instructions for using the 
Online Volunteer Information Center (Volgistics)
Use

Volunteers may use the online Volunteer Information Center to: 

· Schedule yourself or check your schedule

· Record hours

· Receive messages

· View hours worked

Logging In

You may log in to the online Volunteer Information Center from any computer with an internet connection. To do so:

· Go to Point Defiance Zoo and Aquarium’s website: www.pdza.org
· Click on the “Volunteers” link in the Get Involved Box

· Click on the “Volunteer Login” link on the left hand side of the page

· Click the “Volunteer Information Center” link

· Enter your Login name – the email address you provided the Volunteer Office

· Enter your password – first and last name, no spaces or capitals

· click “Go”

· You are now logged in

To Check Your Schedule
To check your schedule:

· Click either the “Check your schedule” button or the “My Schedule” tab
· Shifts you are scheduled for will show on the calendar. 

Scheduling

To schedule yourself:

· Click either the “Check your schedule” button or the “My Schedule” tab

· Then either click the day you would like to serve, or choose an assignment from the drop down menu

If you clicked the day you would like to serve:

· Choose from one of the shifts listed on the page and click “schedule me”

· If asked enter the times you would like to work, click “continue”.

· Click “Yes” if the information is correct

If you choose the assignment you would like to work:

· Choose the assignment from the drop down menu at the top of the page

· Click the day you would like to work

· Click the “Schedule me” button

· If asked, choose the times you would like to work, click continue

· Click “Yes” if the information is correct
Recording Hours
To record hour you have worked:

· Go to the “Home” tab

· Click the “Post your hours” button

· Select the day you worked on the calendar

· select the assignment you served in

· select the hours you worked

· click “Continue”

· Click “Yes” to confirm or “No” to return to previous screen

· If you selected “Yes”, your hours are now confirmed

Help

If you need assistance with anything regarding the Online Volunteer Database, please email or call the Volunteer Office:

Stacey Luhring
General Volunteer Office

sluhring@pdza.org
volunteer@pdza.org 

253-404-3695
253-404-3687
