
NEXT STEPS

CLICK MY VOLUNTEER
GROUPS

LOGIN 
lic.volunteermatrix.com 

YOUR GROUP: WHAT’S NEXT

Field 1: Total Attending
Field 2: Select People (click
next to each individual name)
Don’t see the person? Click
“Add New Group Member.”
Field 3: Click Complete Group
Scheduling Request

CONFIRM & COMPLETE
 SCHEDULING CONTINUED

INPUT INFO

SELECT/CLICK 
DATE/SHIFT 

CONFIRM & COMPLETE
SCHEDULING

CLICK 
VOLUNTEER CALENDAR

Confirmation Email sent
within 20 min.
Group notified (unregistered
members prompted to
register & sign waiver)
Email reminders sent 2
weeks & 2 days before shift.

*Group Opportunities are available on 
Tuesdays and Thursdays in Hauppauge

SCROLL DOWN TO 
REMOVE/ADD MEMBERS

NEXT STEPS
CHECK YOUR EMAILS

Unregistered volunteers must sign in at
the kiosk, which causes delays for your
group.

They include important info—like who
hasn’t registered.

To cancel a shift, click on “My Schedule”

OR ADD MEMBER




