
Confirming your roster - Step 1 - Email Notification
When you have been rostered to a position within a service, you will receive the following email
notification. It will tell you the date and position that you have been rostered onto.

To accept or decline the position for the specified service and date, click on the writing in the green
box. This will open up a webpage for you to make a response.
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Confirming your roster - Step 2 - Responding
1. If you haven't already, you will be asked to sign into the Macquarie Anglican Elvanto website.
2. Next, you will be shown the positions that you are being asked to accept or decline for.
3. Select from 'Accept' or 'I'll respond later' or 'Decline'.
4. Then select 'Submit My response'.

You have then successfully confirmed your position in the roster!
Note that if you have been scheduled onto musltiple dates, these will all appear and you can choose
to accept/decline each individually, or just accept/decline all!
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Viewing your roster - Step 1
Your personal roster can be viewed once you have sign into the Macquarie Anglican Elvanto
website.

• Select 'Roster' from the light grey menu bar.
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Viewing your roster - Step 2
You will find your roster details on this page. On your left are the dates that you are rostered on a
volunteer position.

1. Select the date of the service you want to look at.
2. On the right you will find the service details. Your position is highlighted in green. This view

also contains all the other volunteers for that particular service.
3. Your roster can also be added to your calendar by selecting the appropriate link in the bottom

left hand corner.

Note: To reduce the clutter/confusion, you will only see the weeks you are actualy rostered onto
something. Therefore if you see nothing then you can rest assured that you are not rostered onto
anything in the immediate future.
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Availablity - Setting dates - Step 1
It is possible to submit any dates that you are unavailable (i.e. holidays etc), to help the leadership
team when creting a roster.

• Select the 'Availability' button in your members area.
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Availablity - Setting dates - Step 2
• Select the dates that you are unavailable (if it is just one day, then the two dates will be the

same. If it is a multiple week holiday then enter the start and end dates).
• Add the time fo day you are unavailable (this is particularly relebvant to those who are on

rosteres at both morning and evening services, as you may be unavailable in the morningm
but available in the evening).

• Add a Reason
• Then select 'Submit My Unavailability'.

Leaders will now see this information when creating rosters where you are a volunteer.
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Reminders
Once your roster is set, you will receive an email on the Friday before to remind you of your position
on the Sunday service for that weekend. If you have not yet confirmed that you are availabel, you will
also recieve weekly emails asking you to confrim that!
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