
Raptor Volunteer Parent Application Directions

Completing an Online Volunteer Application

1. Click the link for the online volunteer application.

2. On the Welcome screen, review the introductory information and then click Next
to continue. If you want to exit the application, click Cancel Application.

3. On the Personal Information screen, complete the information on the screen:
a. Be Sure to enter the information exactly as it appears on your

government-issued ID
4. The fields marked with an asterisk (*) are required. Click Next.

a. Parents with shared emails can have one portal account for sign-in and
sign-out.

b. The first parent to complete the application will get the account, but the
second parent cannot log into the portal to use it.

c. Both parents will have a personal volunteer profile for logging in and out, but
only one volunteer will have a portal to track non-logged hours.
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5. Review the information that is displayed on the confirmation dialog. If the
information is correct, click Confirm. If corrections are necessary, correct the
information in the dialog before proceeding.

Note: If the applicant has previously applied and been denied and marked as
banned from reapplying, a message is displayed indicating the application cannot
be processed.

6. On the School Preferences screen, check the boxes for the schools where you
would like to volunteer and click Next.

7. On the Functions screen, check the boxes for the functions (activities) you would
like to volunteer for and then click Next.

8. On the Documents screen, upload the required documents and click Next.
Note: This page will not be displayed if there are no required documents.

9. On the Organizations screen, check the box for the organization you are
associated with and click Next.
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10.Read the Application Disclaimer, click the Signature box, and use the mouse or
touch screen to sign your name.

11. Select the check box on the CAPTCHA dialog to continue.

12.On the Done screen, click Finish.

13.The applicant will receive an email that their application has been received and is
being processed. Upon approval, they will be emailed notifying them that their
application has been approved.
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Volunteer Portal
Use the information in this section to log in for the first time to the volunteer portal,
change your password, reset your password if necessary, and to log out of the portal.

Change Password

You must change your password the first time you log in to the Volunteer Portal.
Perform the following steps to change your password.

1. Click the link in the email that was sent to you.
2. Enter a New Password, confirm it, and then click Save New Password.

Log In

After you have changed your initial password, perform the following steps to log in:

1. Enter your Username (email address) and Password on the Volunteer Portal
login screen.

2. Click Log In.

Request Forgotten Password

If you have forgotten your password, you can reset your password using the following
procedure:

1. On the Volunteer Portal Login screen, select the Forgot Password link.
2. Enter your Username and then click Send Reset Email.
3. Open the email sent to you and click the Please click here link to confirm your

request and reset your password.
4. On the Password Reset screen, enter a New Password and re-enter to confirm it.
5. Click Save New Password. The Volunteer Portal login screen displays a

message indicating your password has been changed.
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You can now log in to the Volunteer Portal with your new password.

Request Forgotten Username

Select the Forgot Username link on the Volunteer Portal login screen if you have
forgotten your username. A message displays informing you that your user name is
your email address.

Log Out

To log out of the Volunteer Portal, select Sign Out in the upper right corner of the portal.

**You MUST Log out, or you will get an error the next time you try to log in.**

Manage Your Volunteer Portal Preferences

Use the Preferences tab on the Volunteer Portal to indicate your sharing information
preferences.

On the My Preferences workspace, specify the following information and then click
Save:

● Time Zone – Select the time zone for the region where the school is located.
● Share my telephone number(s) with other volunteers – Do not change the

default; you should never share your information.
○ No should be listed in the drop-down list to indicate whether you want your

phone number shared with other volunteers.
● Allow other volunteers to contact me via email – Do not change the default;

you should never share your information.
○ No from the drop-down list to indicate whether you want your email

address shared with other volunteers.
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