
Add a Volunteer Leader to Access Sharing Portal
The Volunteer Leader of a project will be able to email Volunteers that have signed up for that project, 

report attendance and print check-in sheets.

2.  In the orange box, click on “Change Profile” and select “Volunteer Leader” from the dropdown.  
The profile should now read (Profile:  Volunteer Leader).  You will only need to do this once if you’d 
like this contact to be Volunteer Leader for multiple projects.

1.   Bring up the contact information for the person you would like to make Volunteer Leader by typing 
their name in the search bar at the top.  

3.  Next, click on the Volunteer Opportunity, then the Occurrence that you would like to create a     
Volunteer Leader for.  



4.  Click on “Volunteer Connections” then “New” at the top right to create a new connection.  For Re-
cord Type, select “Managed” and click “Next”.  

5.  The Occurrence will autopopulate, enter the Volunteer Opportunity Name and Contact Name of 
the person to be Contact Leader. 

6.  Select the role “ Volunteer Leader” and click the right arrow button to move it from “Available” to 
“Chosen”  Name of the person to be Contact Leader. Select 

7.  Select “Confirmed” as the Status and “Attended (and Hours Verified) as the Attendance Status



Your contact is now a Volunteer Leader for the designated Volunteer Opportunity and can now access 
that project from the Sharing Portal which can be accessed from Hands on Connect by clicking on 
“Return to Managing Opportunities”.  You may chose to have more than one Volunteer Leader for a 
Volunteer Opportunity. Similarly, you can designate the same person to be Voluneer Leader of multi-
ple Volunteer Opportunities by following these steps for each project.

8.  You must enter a date or you will get an error message.  You can select today’s date for start and 
end date.  Time can remain the default.

From the Share Portal, a Volunteer Leader will be able to email MGVs who have signed up for that 
volunteer opportunity, report attendance, and print check-in sheets.  


