
VOLUNTEER COORDINATOR INSTRUCTIONS – VIEWING & USING EVENT SIGNUPS DETAILS 
 
Once the VP Communications has posted an event to the Track it Forward (TIF) calendar, Volunteer Coordinators 
(VC’s) can use the TIF website to make edits, view signups, message attendees, and print rosters. VC’s must be 
logged into the TIF site in order to view their event details and functions.  
 
**If you log into TIF and still cannot see your event details, then please contact the VP Communications to have your 
permissions checked and/or updated to the “Reporter” role. 
 

1. From the Track It Forward Login Page:  
http://www.trackitforward.com/user/login 
enter your email or user ID & password 

 
 

2. From the main dashboard, click Events 

 
 

  



3. You will be taken to the master calendar of events. You can scroll through the calendar to see all upcoming 
events, or click the tab to access Past Events. 

 
 
 

4. Click on an event to access the description and signup details. 
 

 
 

5. When you are viewing the details of an upcoming or past event, you will see a button next to the list of shifts 
that will either read “SIGN UP” or “FULL”  

 

 
 



6. If someone has already signed up or if the event is “full,” there will be a + button that allows you to expand the 
view and see the signups: 

   
 
 
 
 
 
 
 

 
7. Click on the + button to view the list of signups: 

 
 
 
 
 
 
 
 
 
 
 
 

8. This is also where you may also use the X buttons to remove attendees: 
 

 
9. Finally, you can use the menu at the bottom of the event screen to take actions, such as editing, emailing 

attendees, printing rosters, etc. 

 
 

 


