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INTRODUCTION 

The Mesa Arts Center volunteer web site has been set up to allow you to easily sign up 

for activities, get your current points and hours, read news, view and print your current 

schedule, update your contact information and much, much more! This guide will help 

you step by step to perform the functions in the system. 

LOGGING IN 

To log into the volunteer system go the volunteer web site and input your User Name 

and Password then click on the Log In button. If you do not have a User Name and 

Password for the system, please contact the volunteer office. The web site address is: 

https://volunteers.mesaartscenter.com/  

Please note:  The system will not be live until August 4, 2008. 

 

If you have forgotten your password you can have the system email it to you by clicking 

on the Forgot Password link below the log in box. 

 

If you click on the link to retrieve your password, the system will prompt you to input 

your User Name. Enter your User Name and then click on the Submit button.  

 

 

https://volunteers.mesaartscenter.com/
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The following screen will appear. Click on the Return to Login link then check your 

email. Please Note:  You must have an email address listed in the system to use this 

password recovery function. 

 

HELP 

On the top right side of every page of the web site you will see a question mark graphic 

displayed.  

 

By clicking on this question mark graphic, you will display the help information for the 

current page that you are on. Once you are done reading the help, click on the X in the 

upper right hand corner to close the help window. 
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NAVIGATION 

To navigate to the pages in the web site, click on the links toward the top of each page 

(the navigation bar). To log out of the system, click on the Logout link on the top left 

section of the site. 

 

Note:  It is highly recommended that you change your password the first time you log 

into the system. For details on how to change your password, click on the Your Info link 

in the navigation bar. Then Click Here to get step by step information on how to change 

your password. 
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HOME PAGE 

Once you have successfully logged into the system the home page will be displayed 

(this is listed as Home in the navigation bar). 

On this page you will see your current points and total hours as well as your next 

scheduled activity. 

 

Below this information are volunteer news items.  

 

To read a news item, click on the Select link. 
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The news item will display in a new window. Once you are done reading the news item, 

click on the X in the upper right corner and the window will close. 

 

ACTIVITIES 

To view the available activities that you can sign up to volunteer for click on the 

Activities link in the navigation bar. 
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The Usher Activities are show on the top section of the page and the Volunteer 

Activities (all activities outside of Ushering) are displayed on the bottom section of the 

page. 
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The activity grid has been set up to display 10 activities at a time which are sorted by 

the activity date. You can display the next 10 activities by clicking on the bottom link in 

the grid that is labeled Next 10 >> 

 

You can then display the previous 10 activities or the next 10 by again clicking on the 

links on the bottom of the grid. 

 

If you would like to go to a particular activity you can select the activity name in the drop 

down list. For example, here we will select Beehive from the drop down list. 
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The system will then only display matching Activities. If there are more than one 

performance for the Activity the system will display all of the performances. 

 

To see all of the activities again click on the Show All button. 

 

The system will respond and display all of the activities again with 10 activities 

displayed at a time. 
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We have added the ability for you to choose how many activities are displayed for both 

the Usher Activities and the Volunteer Activities on the activities page. You can display 

10 Activities at a time or All of the Activities. The system has been set up to remember 

your page settings even after you add or remove yourself to an activity on the Activities 

page. 
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For each of the activities the following information is displayed: 

Activity Name, date and time of the activity, the location, the points for the activity, your 

status for the activity and the available status.  

 

Note: The information is identical for volunteer activities except the shift start and shift 

end time is displayed. 

 

The Your Status column indicates your current status for the activity. This will indicate if 

you are on the confirmed list, alternate list or if you are not on either lists for the activity.  

If you are on the Confirmed list for the activity, the system will display the word 

Confirmed in green as shown below in the Beehive 09/25/09 activity (on the second 

row). 

If you are on the Alternate list for the activity, the system will display the word Alternate 

as shown below in the Beehive 09/26/09 activity (on the third row). 

If you are not on either list, the system will display N/A as shown below in the Mahima 

2007 09/22/09 activity (on the first row).   

 

The Available column will display the word Available in green if there are still slots 

available for the activity.  

 

The Available column will display the word Alternate if the event is full.   
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The Available column will display the word Canceled in red if the activity has been 

canceled. 

 

SIGN UP FOR CONFIRMED LIST 

To sign up for an activity, click on the select link for the activity that you want to sign up 

for. 

 

The following screen will appear. The instructions will tell you what to do if you are 

unclear. If you would like to add yourself to the confirmed list for the activity, click on the 

green Add to Confirmed button. If you do not want to add yourself, click on the Return to 

All Activities link. 
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If you click on the green Add to Confirmed button the following screen will be displayed. 

Congratulations you are now on the confirmed list for the activity!  

Next, click on the OK button. 

 

The activity grid will again be displayed. Notice that your status now shows the word 

Confirmed in green indicating that you are now on the confirmed list for the activity. 

 

SIGN UP FOR ALTERNATE LIST 

The process is identical to add yourself to the alternate list for an activity.  

 

For example, the Office Worker activity shown above has the Alternate list available. I 

clicked on the Select link and the following screen is displayed. 
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Notice that the instructions now say, Click on the yellow button to add yourself to the 

Alternate list. To add yourself to the alternate list, click on the yellow button. Again you 

can click on the Return to All Activities link if you do not want to add yourself to the 

alternate list. 

If you click on the yellow Add to Alternate button the following screen will be displayed. 

You are now on the alternate list for the activity. 

 

Next, click on the OK button. 

 

 

The activity grid will again be displayed. Notice again that your status now shows the 

word Alternate indicating that you are now on the alternate list for the activity. 
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SIMILAR ACTIVITIES 

The system has been set up to optionally mark similar activities so each volunteer will 

only be permitted to get on the confirmed list for one performance of a reoccurring 

activity. This was put in place to allow other volunteers a chance to get on the confirmed 

list for popular activities. If this occurs the system will provide instructions and offer you 

to get on the alternate list for each additional occurrence of the activity.  

For example, below you will see that I am on the confirmed list for one of the Beehive 

performances. There are two additional performances with the confirmed list available. 

 

If I select the second performance (Sat 09/26/09 @ 02:00 PM), the system will notify me 

that I am on the confirmed list for a similar activity and offer the alternate list for this 

activity. Again you can add yourself to the alternate list by clicking on the yellow Add to 

Alternate button. 
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REMOVE FROM CONFIRMED LIST 

You can also remove yourself from the confirmed list or alternate list for an activity on 

the activities page.  

For example on the activity shown below I am on the confirmed list for the Tom Jones 

activity. I will select the activity by clicking on the Select link. 

 

The system displays the activity and the instructions will display the following message.  

 

If I click on the red Remove From Confirmed button, the following message will be 

displayed. If you would like to be removed click on the OK button, if you do not wish to 

be removed click on Cancel. 

 



  

  

Page 18 

 

  

If I click on the OK button, I will be removed and the following message will be 

displayed. 

 

Once again click on the OK button and the activity grid will be displayed. 

Notice that Your Status now has changed for the Activity to N/A. 

 

REMOVE FROM ALTERNATE LIST 

The procedure to remove yourself from an alternate list is identical. First select an 

activity that you are on the alternate list. 

 

Click on the red remove From Alternate button to remove yourself. 
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Again the following will be displayed to make sure that you want to remove yourself. 

 

 

If you click OK, the following message will be displayed. 

 

Again, click the OK button and the activity grid will be displayed. 

 

Notice that Your Status will change to N/A for the activity. 

 

YOUR SCHEDULE 

To get your schedule of activities click on the Your Schedule link in the navigation bar. 
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Your confirmed Usher activities are shown on the top of the page and your confirmed 

Volunteer activities are shown second.  

 

The third grid on the page will display your alternate Usher activities and your alternate 

Volunteer activities will be displayed in the fourth grid. 
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You can display a printer friendly page with your confirmed activities by clicking on the 

printer graphic on the top left of the page. 

 

You can print your schedule to your printer by clicking on the printer icon in the tool bar. 
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Alternately, you can also print the page by selecting File then Print from the pull down 

menu of the window. 

 

When you are done with this page, click on the X on the upper right hand corner of the 

window to close the page. 

 

 

 

 

 

 

 

 


