
Basic Team Sign-up Guide



Creating & managing your team



Step 1: Select your volunteer activity on HandsOn calendar

1.



Click here to create a new team.

Only click here 
if you have an 
existing team.

Step 2: Sign up a team for a volunteer activity and
              create team

2.



To ensure all 
HandsOn  
volunteers and 
teams have equal 
opportunity to join 
activities, we 
require that each  
team has no more 
than 7 members 
(including yourself 
as Team Captain).

As Team Captain, 
please include all 
team members’ 
emails so they can 
receive important 
notifications 
regarding their 
activity.

Step 3: Adding team members

3.



Email invitation to join 
team
Your team members will 
receive an email invitation 
to join your volunteer 
team.

      Email to confirm activity
      sign-up
• Your team members will also 

receive a service activity sign-up 
confirmation email. 

• Please talk with your team 
members about their attendance 
and ask them to remove 
themselves if they can not make it 
that day.  

• New HandsOn volunteers will 
need to create an account within 
48 hours to keep their spot, or 
else they will be removed.

• Registered HandsOn volunteers 
will need to remove themselves if 
they are not able to join.

Step 4 : Your team will receive email invitations to join your
               team & sign-up for the activity

4.



How to use your team account



Step 1 : Adding new team members to activity
In case any of your original team members cannot attend your activity, you may want to add new members. You can do this via “MANAGE TEAM” in 
your MY TEAM information page, once you are signed in to your account.

5.



Go to “MY ACCOUNT” > 
“OVERVIEW” > “UPCOMING 

OPPORTUNITIES” > “PARTICIPANT”. 

Select new team member 
and click “SUBMIT”. You 
have just added your new 
team member to the team 
sign up activity.

Once you have added a new member to your team, you then need to add them to the activity you want them to join.  
You can do this by going to “MY ACCOUNT”, selecting the upcoming volunteer activity and then opening the “PARTICIPANT” tab.

Step 2 : Adding new team members to activity

6.



Click on all the team members you want to send an 
email message to.

In case, you want to send-out a quick message to your team members, you can do it via “Manage Team” in your My Team information page.

Sending a message to your team—optional

7.

https://www.handsonhongkong.org/my-teams


If by any chance, your schedule changes and your team cannot make it that day, you can remove the 
whole team by clicking “Remove Team” in  My Team information page. Please do this as far in 
advance as possible to give others the chance to take your spots.

Removing your team from the activity

8.

https://www.handsonhongkong.org/my-teams


Happy Volunteering!

Contact

For technical enquiries:
Brian Lee
Digital Executive
brian@handsonhongkong.org

mailto:brian@handsonhongkong.org

