Welcome to LOH’s new volunteer sign up system!

HOW TO SIGN UP
1. Go to https://lebanonoperahouse.org/loh-volunteers-2-2/
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2. Scroll down to see all available volunteer jobs.
If you cannot see the events, make sure you've clicked on the "Volunteer
Shift Sign Up" tab on the top left side of the page.
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3. You will see a description of the event, the venue information (yellow box in
picture below), and the date and time for each volunteer shift with a brief
description (red boxes below). Click the green "Sign Up" button to the left of the
event to open the sign-up window for the shift.
For some events, the "Will Call" volunteer is listed as a separate shift--this
is because this volunteer needs to arrive earlier than the rest.
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4. After the sign-up window has opened, enter you first name, last name and email
address, along with any job preferences or other information. Click "Sign Up" to
complete the process.

You should receive a confirmation email very shortly after your submission.
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Two notes on sign up
Note #1:
If you click “Sign Up” and get a pop up message (see below), A) your sign
up did not go through, and B) you either haven't attended training, or the
email address and/or name you entered doesn't match your contact record in
our system.
If you haven't attended training, you can sign up for the next available
session by clicking the “Volunteer Training” tab on the left side of the
Volunteer web page.
If you think the error lies with your name and/or email not matching up, try
again with different info, or email Mary at mgaetz@lebanonoperahouse.org
with your correct info and she can update the system. You must use the first
name, last name and email address exactly as we have it in our system
or else you may be locked out next time you try to sign up for a shift.

5

Note #2:
The system needs to have a dedicated email address for each name—
using the same email address with a different name (even just a different first
name) will change the name in our system and then next time you try to sign
up you may get the pop-up message mentioned above. But never fear-multiple people can easily sign up for shifts under the same email address by
changing the number of volunteers when you sign up. After you click "Sign
Up", you'll see a spot where you can enter the number of volunteers signing
up. This always defaults to 1, but you can change it to 2 (or 20) and add the
name(s) of the other person or people to the “Volunteer Notes” section. If a
person named in the notes section has not attended training, we reserve the
right to cancel their shift.
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MORE INFORMATION

LOTTERIES and VOLUNTEER ACCOUNT
If you scroll down the page, you’ll see “Sign Up for Lotteries” and View Volunteer
Account”
The orange “Lottery Sign Up” button will allow you to enter lotteries when they
are available.
You can sign up for shifts, cancel shifts, track hours, and update your contact
information via your volunteer account. To access your account, enter your first
and last names and your email address; a link to your account will be sent via
email. You must use the name and email address exactly as we have it in
our system or else you may be locked out next time you try to sign up for a
shift.
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JOB PLACEMENT
As you noticed while reviewing the sign-up procedures above, instead of signing
up for each individual job (usher/scanner/greeter/will call), it's everybody in the pool
(well, almost everybody).
For ticketed events, there will be two (2) links to sign-up: a link for will call (1
person) and a link for everything else. Though you are no longer able to sign up
directly for a job, enter your preferences in the "Volunteer Notes” section and we will do
our best to honor your expressed preferences. Those preferences are kept in the
system, so if you always want to usher, for example, you don’t have to enter it every
time you sign up, though you are welcome to do so.
But how do you know what your job is??? When you arrive at the venue, sign in,
get your lanyard, make your way to the landing outside the auditorium, read the show
info sheet, sign up for tasks--you will see an additional list posted with the show info
sheet and task list that will note your job placement. As you know, the house manager
may still move volunteers as needed, doing their best to accommodate any requests by
volunteers.
MOBILE
In testing, the volunteer webpage seems to be best viewed in landscape mode (or
“longways” in my rural, Kansas vernacular) on an iPhone. On an iPhone, sometimes the
job list got a little sticky and slow, but it eventually got its act together. We would love to
hear feedback/questions/concerns from mobile users when it comes to signing up for
shifts and accessing your account.

EMAIL REMINDERS
When you sign up for a shift, you should receive an email from the Volunteer Manager
with the subject “Thank you for signing up to volunteer at Lebanon Opera House”. One
week before the shift, you will get a reminder email, and one day before the shift you will
get another reminder; right now both reminders have the subject line “Your upcoming
volunteer shift with Lebanon Opera House”. Please read the full reminder email, as it
may contain additional information.

QUESTIONS? FEEDBACK? Let me know!
Email Mary at mgaetz@lebanonoperahouse.org
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