To Sign Up To Be a Volunteer
1. Open the Volunteer Page on the Broadway Rose website. To access this page, go to
www.broadwayrose.org/volunteer You should get a screen that looks like this:

2. Scroll down to the bottom of this page and you will see a RED “Sign up” Button. Click this button

3. Fill out the requested information!

4. Fill out the application form, check the “I Agree” box and click the “Continue” button at the bottom of the
application. You will be redirected to a confirmation screen:

5. You will be taken to a screen thanking you for signing up:

6. You will automatically receive an email like the one shown below, explaining that your application has been
received and that you will receive more information soon.

7. Within 1-2 days of your submission, once your application has been reviewed, you will receive a second email.
This email will contain your login information and a link to where you can login to your volunteer account. (If
you don’t see this email, please check your “junk” or “spam” folder).

To Schedule a Shift!
1.

Broadway Rose will send you an email notifying you when performance volunteer shifts become available.
The email will look something like this and will have a link for you to click.

2. When you click the link in the email you will be directed to the Broadway Rose Volunteer Page. Scroll to the
bottom of the page and click the yellow “Login” button.

3. You will be redirected to the Volunteer Login Page. Enter the username and password from the email you
received after your application was processed.

4. Enter your login information and you will be directed to your volunteer home screen.

5. Click on the My Schedules Tab and you will see a calendar. Dates where volunteers are needed will have a
“Help Wanted” icon on them. Dates where you have already scheduled yourself will show the details of your
scheduled shift. You can navigate the calendar using the “Prev Month” and “Next Month” buttons

6. If you would like to schedule yourself for a shift, click on the help wanted icon. You will be redirected to the
screen below. You can see how many volunteers are still needed for the shift as well as the names of
volunteers who have already signed up for that date (if they chose to make this information public). To sign
up for this shift click the “Schedule Me” button.

7. After clicking “Schedule Me” you will see a screen outlining all of the details of the shift you have selected. To
confirm this scheduled shift click the “Yes” button.

8. After clicking “Yes” you will see a screen thanking you for signing up. If you click continue you will be
redirected back to the calendar where you will now be able to see the shift you just signed up for.

9. If for some reason you need to cancel a shift you have scheduled, you can do this online up to 72 hours before
your scheduled shift. To do so, return to the calendar and click on the shift you would like to cancel, you will
then see the screen shown below. To cancel your shift, click the “Remove Me” button.

10. In the case of an emergency: If you must cancel within 72 hours of your scheduled shift, you must call the Box
Office at 503-620-5262 or the Administrative line at 503-603-9862 and speak with someone at the Broadway
Rose. We also recommend emailing volunteer@broadwayrose.org so we have the most chance
11. You can exit your Volunteer Account at any time by simply clicking the “Exit” button located on many of the
Volunteer Profile tabs.

12. You may return to your volunteer account at any time to check your schedule, see BRTC news and see new
volunteer shift openings. Just head back to the volunteer page on the Broadway Rose website and click the
“Login” button as outlined in steps 2-4 of this Guide.

