
STEP 1

STEP 2

How to "Log Your Own Hours" on SignUp.com

Please use the step-by-step tutorial to help you navigate SignUp.com.  These steps will help you record hours that 
are not accounted for elsewhere.

To find the links to signup for an event for St. Ignatius School HSA or for School Day Volunteers, please visit 
www.stignatiusmeridian.net. 

Click on St. Ignatius HSA. You will see Volunteering at St. Ignatius. Choose this option.

You may also access this same information by using the links that have been sent out in The Howl.
St. Ignatius HSA : http://signup.com/go/uIVzNEn
School Day Volunteers: http://signup.com/go/LAZrnGK



STEP 3

This action will take you to St. Ignatius School's signup spots.
 

Choose either Volunteer at SI for HSA events or School Day Volunteers for help needed at the school.



STEP 4
Scroll down the list until you find the spot called Log Your Own Hours. Choose this option.  If you are using the 
School Day Volunteers signup as a Room Parent Volunteer or Classroom Helper, Log Your Own Hours will be 
found under the teacher's name.



STEP 5
Choose the month in which you want to record your time. Click the SIGN UP button. Please note that the time is 
recorded in 30-minute and 1- hour increments. Choose accordingly.

A new screen will display that will show all the spots that are available and the initials of other participants who 
have signed up.



You will be taken to a sign-in page. Please sign-in using your email address of Facebook.

STEP 6
Fill in the Participant's Information. 

Confirm that your email address is correct.



STEP 6 (continued)

STEP 7

SAVE

COMMENTS

Use the + and - key at # of Spots to increase or decrease your hours. On a 1-hour signup, 1 spot equals one hour. 
Two spots would equate to 2 hours.

If you are using a 30-minute signup, 1 spot equals 30 minutes. Two spots would equal 1 hour.

Please fill in all of the information on this screen.  Description of Service can be marked as "Volunteer". Number 
of Hours can be marked as "1". We will be tracking all volunteer hours for families at St. Ignatius. This number is 
not relevant in this area. If necessary it can be changed at a later date.

If you do not have a child at St. Ignatius and are not volunteering on behalf of another family, type " None" for 
Name of Oldest Child at St. Ignatius.

When the information is completed, click Save & Close.

You will be taken to the screen shown below. Choose your month with the corresponding time (30 minutes or 1 
hour). You will get a drop-down box that will include people who have already signed up and their comments. 
Scroll to the end until you find the blank COMMENTS  box.

At the top of the screen you will find and option to  Save. This is located in the center of the page. Please click 
Save button when you are finished. 

Please record the date and activity performed in this block. You will need to do this everytime you update your 
number of spots. Click Add Comment when done. Your comment will then show above this box.



Congratulations! You are done at this point. You can exit the site or return to All SignUps. Once you have 
completed all the previous procedure, you will receive and email confirming your assignment. Please keep this 
notice. You can use this information to go back into your signup and make changes, delete your assignment, and 
add additional hours. Please remember when logging additional hours to write in a comment including date, 
activity performed, and any other relevant information.

You will receive a confirmation screen that you signed up for a volunteer spot.



Thank you for your interest and support of St. Ignatius Catholic School. We are looking forward to working with 
you throughout the school year. We could not do this without our volunteers! THANK YOU!

If you have questions or need additional information about our volunteer program, please feel free to contact 
Cindi Marcotte, St. Ignatius HSA Volunteer Coordinator at volunteer@stignatiusmeridian.org or 208-863-7267.
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