@) SEATTLE JAPANESE GARDEN

UNIT 86
INITLIVE INSTRUCTIONS
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INITLIVE HELPS US MANAGE YOUR
VOLUNTEER SHIFTS FOR PUBLIC TOURS,
UNIT PROJECTS, AND GARDEN EVENTS.
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Signup for
Organization:

Seattle Japanese
Garden

 Follow instructions in the email

sent from InitLive
Seattle Japanese Garden
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InitLive on Your
Device

* Sign in using Google Chrome
on your desktop

* Download the InitLive app on
your device
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c rea te YO u r Create your free InitLive account!
Account &
Profile

* You can always update your
volunteer profile contents

O SaVe your Iog N [ 1 have read and accept the

and agree to recelve communications from
any Opportunity 1 apply 10 or am part of
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SIGNING UP FOR

GUIDED

—~
CONGRATULATIONS! YOU ARE NOW
READY TO SIGNUP FOR YOUR
VOLUNTEER SHIFTS,
—
OUR SHIFTS: —
e
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Go to

https://app.initlive.com
/web-
admin/app/#/login
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Welcome to InitLive!

Don't have an account?
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Welcome to InitLive, Patti!

This will take you to
the SJG opportunity

page




You are already
starting to think about
giving your tours!
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You will click on My

My Opportunities

Opportunities




Click on Daily Guided
Tours as you envision
yourself as a tour
guide!

Then you will click on the little green Tab
that says sign up for more shifts.
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The screen will
populate with all
current guide tour
opportunities.
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# Go to the Opportunity Page ‘



You are starting to
branch out as you
navigate through this!




- Signing up for an
open spot

- Add your name to
the waitlist. ———

- REMEMBER to
complete sign up In
lower righthand corner

0

Docent

Dady Guided Towr

or you will not be e

added to the shift. Daily Guided Tours



Daily Guided Tours
u Sroadcast Frem Dady G
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You will receive an
email reminder 24

hours before your
shift.



If you aren’t feeling
well or need to
cancel...




InitLive sign up

* | hope this helps you navigate through InitLive
sign up for giving guided tours at the Seattle
Japanese Garden.

» |f you have any questions you can contact me at
psbrawer@comcast.net

 HAVE FUN!
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GUIDES ALSO SUPPORT OTHER EVENTS
FOR THE SEATTLE JAPANESE GARDEN.

SIGNING UP FOR
EVENT SHIFTS:
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Select an
Opportunity

Maple Festival September Family Sat & September Free First
Respect for Elders Day Thursday

» Each event will have a variety of
shift time and tasks

 It's a fun way to meet other
volunteers and spend time in the
Garden

* Your hours are automatically
recorded

August Family Saturday Tanabata Cellos in the Garden
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ALL VOLUNTEER HOURS ARE
COLLECTED, INCLUDING THE HOURS
WORKED FOR OTHER UNIT PROJECTS.
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LOGGING HOURS FOR
UNIT 86 COMMITTEES AND s
OTHER PROJECTS: —
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Organization

You belong to 1 Organization!

Click the card isting 1o access the Organization

» Select Seattle Japanese Garden

Seattle Japanese Garden
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Unit 86 Committees |
Continuing Education

Unit 86 Committees |
Guide Training

Unit 86 Committees |
Merchandise Committee
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Unit 86 Committees | Unit 86 Committees |
Other (Exec meetings, Plant Committee
Blog, etc.)
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Choose a
Commitee

« Committees are groups within
Unit 86 who focus on specialized
tasks

« To log hours for committee work,
first 'signup’ for each committee
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- Signup for
, o\ Commitees

* Once you're signed up for a
committee, you can log your
hours

Unit 86 Committees | Continuing Education

g Chie Iida
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Chie lida (Test)

Organization oy
Overview PRy ' e
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* Click on your profile icon | My Organizations
My Opportuniies

« Choose "My Hours Worked" My Shins
from a pull down menu ' ' B X My Hours Worked

My Availobiity
Search Opportuniies

Log Out

Seattle Japanese Garden
9 1075 Arborotum Dr. E, Seattio, Washington (Sinto) . Unit

® You are registorod fort Nz ! Contact Manager

My Organization Overview
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You have completed 3 Lifetime Hours!

W YOUr S&mnvice hesiory below and Add Howrs 1o et YOUr manager know whan you worked

© Add Hours Worked

0

Hours Today

Y. M

0

Hours This Week

3

Hours This Month

A

Add Hours

e Click on "Add Hours Worked"
button
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SeIeCt an Add Hours Worked
Opportunity T

* Under Organization: Seattle
Japanese Garden

» Select an Opportunity
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Add Hours Worked SEIeCt an
T — - Opportunity

Cherry Blossom Festival 2023 (Seattie Center) « Unit 86 Committee opportunities
Maple Fostival are only visible to the trained

September Family Sat & Respect for Eiders Day

guides

September Free First Thursday
fanabata

Unit 86 Commetiees | Archive
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Select a Date

Add Hours Worked
B Seattie Japanese Garden : » Make sure you have the
correct Opportunity
S A AT G : » Select a date on the
Date calendar




Enter Hours

You can track hours by “Hours and
Minutes” or “By Start and End Time”

You can also leave additional Notes
and Comments

>
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8 appaitiive.com/web- - admin/apg

Add Hours Worked

Seattle Japanese Garden

Unit 86 Committees | Archive

Date

2023.04-20
How would you like to track your hours?
& By Hours and Minutes

By Start and End Time

Hours

<

Minutes

Additional Notes /| Comments

Scanning articles at Milles Library
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You have completed 5 Lifetime Hours!

H o u rs Lo g Review your secvice history below and Add Hours 1o let your manager know when you worked

' © Add Hours Worked

Completed!

Your logging is now completed 2

This is where you can see all the TARG, ey
hours you spent volunteering
outside of giving public tours

2

Hours This Week

5

Hours This Month

5

Hours This Year




Questions and comments?
——
" Tha n k yOLI ! Email: Chie lida, Seattle Japanese Garden

Programs Manager
ciida@arboretumfoundation.org
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