
 

 

PROCEDURE FLOWCHART

HOW TO CREATE AN EVENT

Creating an 
Event

no

yes

Are you an 
admin of 

your 
organization

?

Contact the 
admin of

that org to 
create an 

event

Be careful
which event 

type you select. 
Once entered, 

event type 
cannot be 
changed

Begin to fill
out the form 
to create the 

event

You cannot 
create events

You can assign 
shifts to these 
events. This 

allows 
participants to 

sign up for shifts

no

Select 
"Events" then 

"Create 
Event" from 
the admin 

toolbar

Enter your 
organization's 

portal

Key points to include
Date
Start and End Time
Timeslot Size (minutes)
Max people per slot

no no

nono

Do 
particpants 
choose from 
a timselot in 
a calendar 

(appointment 
style)

yes

Timeslot Opportunity 

Are there no 
particular 

dates or 
durations?

yes

Volunteer Opportunity > Open Opportunity

Does this 
have 

multiple 
random 
dates?

yes

Volunteer Opportunity > Random

Does this 
happen 

specific days 
every week 
or month?

yes

Volunteer Opportunity > Recurring

Does the 
duration 

span 
multiple 

days?

yes

Volunteer Opportunity > Multi-Day

Is this a one 
time event?

yes

Volunteer Opportunity > Single Day

Key points to include
Date
Start and End Time
Timeslot Size (minutes)
Max people per slot


