Our Lady of Fatima — OnVolunteer Portal Quick Guide

The OnVolunteer portal link: https://cloud.onvolunteers.com/login?s=0LFC

1. Login

For the first time logging in:

e please use your email address that you provide in the registration form as the Username
and temporary password that you are given from the email. Then, click Login button

e |fyou use the same email address for both parents, for the second user, then use the email
address with number 2 at the end (for example: email@address.com2). When you submit
the form, if you select the mother as the main user, then the 2" user will be the father, and
vice versa. If you select both father and mother in the form, then the 1% user will be the
father’s email address and 2" user will be the mother's email address.

e Change the temporary password by following the steps Change password & check profile
below

e You can keep using the email address as the username or create your own username by
following the steps Change password & check profile below
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After logging in the first time:
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e Username can be your email address or username that you created.
e Password is the password you created

e |fyou forgot the password you created, then click on Forgot password and follow the
instructions

2. Change password & check profile

Change your password to use your own password. DO NOT keep using the temporary password.
Click on your name (bottom left panel) as shown as the screenshot below
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Then, in the Profile page, click on Reset Password to change the password (red circle).
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If you want to change the username, type the new username in the Username box (blue circle).

After finish changing the password, please check the rest of the detail including your name, spouse
name, both email, phone, children name, grade. This is important to make sure:

e Your family information is correct so you will receive all the communication accordingly
e You can get email for selected task that only apply to specific Grade

After you finish all the changes, please save by clicking the Save button at the bottom of the screen.

3. Registering or signing up volunteer task

In the Task box (People Needed), when the volunteer tasks are still available to register, you can
select one of the task by click on the task. If the task is no longer available, it will not shown in the
Task list anymore.
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After you select the task you want to sign up for by clicking the task, it will show the next page that
has more detail and also the date/time, how many more people needed and the PPH hours. Click
on the date/time you want to sign up as shown in screenshot below € 1). Then, click on the register
button (screenshot below <- 2).
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The next screen will show to confirm your task registration. You can check the date and time and
select which user who will do the task. After you select, you can click Confirm button to save it.
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The registered task will show in the My Task box (Main page) of the user you selected for the task.
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4. Unregistered (Cancel) Tasks

Most volunteer tasks can be only unregistered or cancel before 2 days of the task day. If you have an
emergency and need to cancel after the 2 days passed, you can try to find replacement by (There is
no guarantee you can find replacement):

e contact other parents to take over the shift
e contact the Classroom parent coordinator or post in your class group chat

To unregistered:

e |nthe main page, click on the Tasks you want to cancel or unregistered under My Tasks box.
e The following screen will show and click on the Unregister on the task you want to cancel
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e Thereis a confirmation dialog will be shown and click OK if you want to unregistered or
Cancel button, if you want to abort unregistering/canceling the task

o Afteryou click OK, you can go to the main page by clicking on Home button and it will
remove the task from the My Tasks box.



FAQ - OnVolunteer Portal

1. What is the OnVolunteer portal link?

https://cloud.onvolunteers.com/login?s=0OLFC

2. Why | cannot see the Tasks in the People Needed box?

If you are able to see other tasks or able to see the tasks before, that means the tasks
are all filled (full). Please check periodically, parents cancel from time to time and make
the task available again.

3. Can | change my username or email address?

Yes, you can change it by going to your account profile and update the information you
want to update (change username, email address, etc). This is your area and you can
update or correct any information error.| don’t like my username, can | change it? You
can use the OnVolunteer Portal Quick Guide 2026 book that will show you how to
navigate to the account profile

4. Can | add or change the 2nd user?
Yes, you can. It is up to you how you want to organize the 1st or 2nd user in the profile.
5. Can | cancel the task | signed up for?

You can cancel the task you signed up for as long as before the last day of cancellation.
Most tasks cannot be canceled 2 days before the event. If the task cannot be cancelled
(within 2 days of even day), if you have an emergency and cannot make it, you can
check with other parents to take over your shift and contact the Event Coordinator or
PPH Coordinator. How to cancel, please check the OnVolunteer Portal Quick Guide
2026.

6. |forgot my password, what should | do?

You can go to the login area in the Onvolunteer portal and click on Forgot Password? to
reset your password. Follow the instructions.

7. |signed up for a task for my spouse, why can | see it in the Upcoming Task schedule?

If you sign up for any task for your spouse as the other user, it will show up in your
spouse account Upcoming Task schedule. You can login using your spouse account and
check. The hours will be accumulated under the same account for both users.
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