Breeze Procedures - Assigning Volunteers to a Specific One-time Event

When you want to set up your volunteer schedule after you have created your login id and set your
password go to Breeze in your browser using the following address:

https://stpaulsanglicanchurchcalgaryab.breezechms.com/login

You should bookmark this in your browser for future reference. When you successfully login, you will
see a screen similar to the following:
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At the top of the blue bar, click on “Events” and you will see the Events calendar.
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Navigate to the event where you want to start entering your volunteers and click on that event.

13 14
10am Hand Chimes Pract...
7pm Coffee House

20 Missional Coaches Event
10am Hand Chimes Pract... 9:30am Missional Coach...

Missional Coaches Event

You will then see a screen with two of the following items including Volunteers:

Sunday Service - Holy Eucharist X

&

February 22nd, 2026

W

View who checked in and more. Manage the plan for your service.

, o

Check people into this event. Manage volunteers for this event.

£ Edit Event Settings Close

After clicking on “Volunteers, you will see:
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Volunteer Roles

Define the volunteer roles needed for this event. Add optional details like role leaders or number of
volunteers needed for each role. Learn More

(Role examples: Greeters, Worship team, Ushers)

Role Name Role Leader © Volunteers Needed
= None v None Set v (%}
= None v None Set v (%}
= None v None Set v (]

€ Add a new rale

‘C/ Group Roles by Teams Cancel Continue to Add Volunteers

Enter the Role Names, Role Leader (usually yourself) and the number of volunteers needed for that role.
After you have all the info entered, click on “Continue to Add Volunteers”.

If you don’t get the above screen and happen to get the following screen when you click on the event,

breeze ashboard  People  Giving  Tags Forms  FollowUps  More v @

i) Missional Coaches Event
March 21, 2026 ~

8 Grid View = 88 Send Schedules to Volunteers ¥
Setup 8 Voluntoers wil ecelve 1 reminder
& Volunteers
Serve 8 Volunteers wil receive 1 reminder

then you may need to modify the roles for your event. To do this, click on the drop-down arrow by “Send
Schedules to Volunteers”

¥ Send Schedules to Volunteers <

B Download Schedule as PDF

A Volunteers will receive 11 B Download Schedule as Excel

N Email Volunteers
# Send Blockout Date Request

& Modify Roles

A Volunteers will receive 1 r © Switch to Invite Mode ‘
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Then click on “Modify Roles” to get to the following screen:

Volunteer Roles

Define the volunteer roles needed for this event. Add optional details like role leaders or number of
volunteers needed for each role. Learn More

(Role examples: Greeters, Worship team, Ushers)

Role Name Role Leader © Volunteers Needed

= Setup Paul Bourgeois (pt

Paul Bourgeois (pt v

© Add a new role

o Group Roles by Teams Cancel Save Changes

Modify the Role Names, Role Leader (usually yourself) and the number of volunteers needed for that
role. After you have all the information entered, click on “Save Changes”.

You are now back to:

breeze Dashboard  People  Giving  Tags @ Forms  FollowUps  More v @

) Missional Coaches Event
March 21, 2026 ~

8 Grid View = & Send Schedules to Volunteers ~ ~
Setup 8 Volunteers wil recelve 1 reminder
& Volunteers
Serve 8 Volunteers wil receiv 1 reminder

Click on “Add Volunteers”

Then start typing the person’s name until a suitable list appears. Once someone has been entered once
their name will appear on the dropdown list.

[search for person

or choose from  recent volunteers v

Cancel
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Paul

n Paul Bourgeois
n Pauline Buckley
n Pauline Payne
“ Paul Spurvey
n Paul Torraville
“ Paul Wilson

1 for this role.

[search for person...

or choose from  recent volunteers

Paul Bourgeois

No recent volunteers could be found for this role

Cancel

Add

Select the person from the list that you want for that event and continue adding volunteer names for the
event. After you have competed your assignments, click on “Send Schedule to Volunteers” (top right-
hand grey box). If you wish, you can modify the subject line and content of the email before you “Send”.

Send Schedules x
Send this to
All volunteers scheduled on selected events v

Only send to volunteers in the following roles
¥ Setup
¥ Serve

Subject

Volunteer Schedule for Missional Coaches Event

Message
B 7 Y
Hi [FIRSTNAME],

# A ~ A~ Upload MailMerge v <>

Thanks so much for your willingness to serve at St. Paul's Anglican
Church, Calgary AB! Here is your volunteer schedule for the upcoming

Missional Coaches Event events.
Cancel

Will send from pbourgeois@shaw.ca
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Send Schedules X

Thanks so much for your willingness to serve at St. Paul's Anglican
Church, Calgary AB! Here is your volunteer schedule for the upcoming
Sunday Service Holy Eucharist events.

@ Add Attachment(s)

Additional Options

Allow volunteers to RSVP to their assigned dates

() Attach a PDF showing the master schedule (shows names of who is serving
on the selected dates in the selected roles)

() Also send this schedule as a text message
By selecting this checkbox, | am confirming | have obtained necessary consent on
behalf of the recipient(s) to send text messages from my organization. See this article
for details.

Will send from pbourgeois@shaw.ca
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Make sure that the box to allow volunteers to RSVP is checked off.

Now click on “Send” and you are done.

If you need to resend your schedule, go to your Then if you click on the little gear button, the

event, click on it and then click on

drop-down menu lets you “Send the schedule to

volunteers. Then select Grid View (on the left at volunteers.” You will then see the same email

screen below:

the top) and you will see something like the screen as you did previously and you can send it
again.
Mar 21
Mar 21
Meals & Modify Roles 1
Meals Breu, Dinah - b,
Ekomwenrenren, Abb, & Send Schedules to Volunteers
Fink, Laura Anne & Email Volunteers
Leinweber, Barbara
MacDowall, Judith © Manage Sign Up Sheets
McCartney, Joan i Send Blockout Date Request
Nadurak, Betty
Peters, Doreen 3 Keyboard Shortcuts
Pike, Frances —
Pingot, Annette Sparrow, Cec
Sparrow, Cec
Role Leader 01
Role Leader o/1

To Log Out of Breeze, click on the gear icon at the top right of the blue bar, and click on Log out.

Manage your organization
St. Paul's Anglican Church, Calgary AB

/=
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N
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Bulk Tasks

Manage Breeze data by bulk importing and deleting.

Users & Roles

Manage what users can see when they log into Breeze.

Automations
Create smart tags, schedule birthday emails, & more!

Profile Fields

Customize information stored on People profiles.

Manage Account

Keep account and payment settings up to date.

Song Library (2D

Add and store songs here for your setlists. Click here to
ungrade

Manage your user account
Paul Bourgeois

Q User Settings

Update your name and email credentials.

a8 Change Password

Update the password for your Breeze login.

O Notifications
Set email alerts for activity within your church.

@ History

View past activity in People, Tags, and Events.

® GetHelp [» LogOut
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