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Step 1: Click the “Apply Now” button for the opportunity for which you are interested in volunteering.



Step 2: Fill out all blank areas marked with the “*” on the volunteer application.



Step 3: After submitting the volunteer application, you should be met with a message confirming your application was 
submitted. Click the “View Application” button on the bottom left corner.



Step 4: After clicking the “View Application” button from step 3, this page should appear. Your status will be set to "Application 
Under Review”. A staff member will look over your application and may reach out for an interview during this time. 



Step 5: Click on the “My Profile” tab. "If a staff member approves your application, an onboarding task will be allocated, changing 
the status to "Onboarding Task Assigned".  Click on the link labeled “AP-” under the section titled  “Application Number”. Note that 
the name of the application number may vary.



Step 6: A volunteer task will appear on the “My Application” page. Click the link titled "Individual Volunteer (301a)" 
underneath the Volunteer Task Name section. This might say something different if you are an individual onboarding for 
an entire group of volunteers.



Step 7: Click “Complete Form” to move forward with the necessary onboarding task assigned. Do not worry about 
downloading the files as that will be required in steps 9 & 10. 



Step 8: Review your information. If the information displayed looks accurate, click the "Next" button in the bottom right corner.



Step 9: Download and review the Service Description (SD). Once done reviewing, click the "Next" button in the bottom right corner.



Step 10: Download and review the Job Hazard Analysis (JHA). Once done reviewing, click the "Next" button in the bottom right corner.



Step 11: Check all affirmation boxes and then select the "Next" button in the lower right. 



Step 12: This is the final step before completion of the onboarding task. Please do a final review of the information 
you provided. If it all looks accurate, click the “Submit” button in the bottom right corner.



Step 13: Congratulations! You have completed the Onboarding Task! At this point, select the “My Profile” button.



Step 14: Once the onboarding task is completed, a staff member will review the information and sign it. Once the staff member signs it, 
the Volunteer Service Agreement (VSA) is complete and valid for up to one calendar year from the date of signature. The volunteer status 
will change to "Ready to Volunteer", and at that point the volunteer is ready to work. This is the final step of the onboarding task until the 
service is completed.



Step 15: This is the first step, once the service has been completed. Your application status will automatically be set to "Service 
Complete". A staff member will review the hours logged and need to approve them for them to count. In order to log hours begin by 
clicking “Add Hours” in the bottom left corner. 



Step 16: Insert the date and completed hours of service into the respective boxes then click “Submit Time Log”.



Thank you for volunteering with Honouliuli National Historic Site!

Step 17: After clicking “Submit Time Log”, a confirmation message will be displayed that your volunteer hours have been recorded.  This 
marks the completion of all the assigned volunteering tasks.
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