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To Create an Activity 

Under the activities functionality, you may name a volunteer activity for which you wish to track hours.  This is 

not a communication group.  This functionality and reporting falls in line with the “Three for Me” reporting 

requirements for the National PTA program.  By creating an activity and checking the “Publish” box, your 

members can volunteer to the groups and add their own hours.  As always you may choose to only track the 

volunteer hours yourself.  In which case, you will not click on the “Publish” box. Once you do not wish any 

additional hours to be added to the activity go back in and click on the box to the right of “Locked”. 

It is important to note here, that this functionality is intended to track hours and not to be used for 

communications, though it can function in parallel.  If you wish to communicate by volunteer group, create 

them in the “Manage Groups” area and link people to the group. 

Objectives: 

 You will learn how to create an activity 

Summary: 
 

Log into your “Administrator’s Dashboard”  Click on “Create an Activity” under the “Blue Ribbon” icon 

Click on the “Actions” button  Select “Add Activity”  Set your parameters in all required fields Click 

on green “Save” button  

Detailed Instructions: 

1.  Log into your Admin side 

2. Locate the Activities Box on you Admin Dashboard.  It will be the box with the  Icon and 

click on the blue words “Create an Activity” 
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3. If you come to a screen with a video you may wish to click on the hide video button. 

 

 
 



  
Page 3 

To Create an Activity.docx 

 Rev 2   7/28/2011 

4. You will receive a page that looks something like this (it will show any current activities you 

have set for the group level you are at)  

 
5. It is recommended that you do the following each time you arrive at this page: 

a. Be sure you are at highest level you are an admin for. If you are at any subgroup click 

on the group name to the farthest left you can click on.  See an example below: 

 

b. Also, click on the  button 
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c. Then select “Show Subgroups” 

 
 

Hint:  If you do not think you are seeing what you should be check to be certain it says 

 above your group 

6. To add an activity start by click on the  button 

 
7. You should see something like shown below.  Now to add an activity, you may click on “Add 

Activity” under the  button. 
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Enter the following information in this dialog box that pops up: 

a. Name of Activity: Ex: Fall Book Fair. 

b. Description 

c. Location of activity 

d. Date and time 

e. Published:  Do you want parents to self-join and add hours to the activity? 

f. Locked:  Check mark this when you wish to close the editing of hours for the activity.  

(no one can list any more hours under the activity) 

g. Categories for the activity – reporting purposes. 
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8. Here is an example of an activity to add: 

 
9. Once you have added this essential information you will need to select a group of people who 

can join this activity.  For example if this was a fourth grade project you would want to select 

only fourth grade parents and therefore only check mark the 4th grade.   
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10. Once you have entered your information click on the  button 

 

 

11. Your activity should appear in the list which will be shown after you click on the  button. 

 

 


