
VolunteerSlots
SETUP GUIDE

GOOD FOR
Sunday rotas, nursery, greeters, setup crews and event helpers.

WHAT YOU GET
One sheet with your jobs grouped by day or time, each with the number of people you need.

Steps
1. Sign In And Open Organize

Go to everyslot.org, sign in, and tap Organize. Check that the right group is picked at the top.

2. Pick The Sheet Type
Make a new sheet and choose VolunteerSlots. Type a clear name, set the date, and add the place. It
opens as a Draft, so nobody sees it yet.

3. Add All The Jobs At Once
Tap Add Several At Once, choose Paste a list, and type one job per line. Put a time or day in Put These
Under Section, like Sunday 9:00 AM.

4. Set The Numbers
Every job starts with the same number of spots. Tap each job to change it, like Setup Crew to 4.

5. Look It Over And Publish
Check every name and number, then tap Publish. Tap Copy Link and send it in your email or group text, or
print the QR code.

Tips
For more than one day or service, paste the same list again with a new section name.

Add a short note to a job if people need to know where to go or what to wear.
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