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Welcome to Volunteer Suite, a place where you can easily browse and sign up for available volunteer
opportunities here at Hill Country Christian School of Austin.

Your information is secure. Volunteer Suite uses a Key Derivation Hashing Algorithm, an industry standard, to
ensure your information is as safe and secure as possible.

Logging In

● Visit volunteersuite.com
● Refer to your welcome email from no-reply@volunteersuite.com to find your login information
● Your parent user account should be pre-populated with your student(s) grade/classroom

○ You are automatically subscribed to your student(s) classroom, grade, school section
(elementary, middle, high school), and any all-school events open to everyone

○ As additional groups become available, you can subscribe to them by clicking the initial in the
top right corner and selecting “Manage Account” (groups may include: library, school clubs,
sports teams, etc)

■ Scroll down to “Subscribed Groups”
■ Click “+” to select from available groups
■ All available events from your selected groups will show on your dashboard at login

Volunteering

● Click dashboard icon
● Scroll to “Available Needs”
● Access details of event by clicking “event details” button
● Sign up for needs by clicking “sign up” button and click “submit”

○ To sign up for multiple identical needs (for example: multiple packages of napkins), you may
enter the number of packages in the “how many to fill” field

● You will receive an email or text confirmation (based on your profile preferences)
● The top of your dashboard will show all events needs you’ve signed up for

http://volunteersuite.com
mailto:no-reply@volunteersuite.com


Creating an Event

● Click event icon

● Select
● Fill out form (example):

● After saving event you can add needs from the event dashboard
○ Hint: If you don't immediately see the event you have just created, refresh the page



● Click “Select” in the row for the event you just created under the “Event Group Group Name: Mrs.
Reynolds”

● Scroll down to Event Needs
○ Click “+” to add needs
○ To add a volunteer for event set up or tear down add the time the person needs to be available

in the “Needs Description” field (see example below)
○ Fill in fields and press the Enter Key to commit your new Need



Cloning an Event

● Click event icon
● Select event you would like to clone

● Click “Clone”
● Add yourself as “Primary Contact Id”
● Rename the event, change the Start and End Dates and click “Save”

● Click on cloned event on event page and the edit icon to make any necessary changes
● Click “save” at the top when you’ve made your changes



Creating a Recurring Event

● Click event icon
● Select “Add New Recurring Event”

● Create event as usual adding in date information at the top of the form

● Finish by clicking “Save” and “Build Events”
● Edit/Delete individual events as necessary in at the bottom of the Build Events screen or from the

events icon , i.e., if a recurring day falls on a school holiday



Checking Event Volunteer Status

● Check the volunteer status of an event by visiting the events page

● Click on event of interest and select the edit icon
● Scroll to the bottom of the page and select the Need you want to see the status of
● The quantity of a need still needed is displayed in the Event Needs grid. You may need to click the

ellipse if you are using a low-resolution monitor or handheld device to view the quantity still needed.

Questions?

● Reach out to ptf@hccsa.org

mailto:ptf@hccsa.org

