
Homebase Sign In Tutorial
(Slides 1-8 are directed towards first time volunteers. Skip to slide 9 if you are already a 
volunteer with MPH.)



…..
[[

This is what you will see when you first 
open the Homebase app. Enter the 
email address that you would like 
shared with Matthews Playhouse.

First Time Volunteers
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Please select “Join my existing team”.
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If your email is not yet registered with 
us, please select “Donʼt have a mobile 
number? Skip this step”.
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Click the button that reads “Ask your 
manager for an invite” .
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Either select the Gmail button or copy the 
link and choose the email app of your 
choice. Send your request to 
volunteering@matthewsplayhouse.com
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After we receive your request, you will 
receive and email with the subject 
“Get ready for your first shift with 
Matthews Playhouse” 

This email contains further 
information including your time 
clock pin, so please make sure you 
read the entire email.
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From here you are all set to sign in!

It may say that you need to set up a 
password. Follow the instructions to 
set up a new password and attempt 
login again.

Happy Volunteering!
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For Returning Volunteers

If you have already submitted a 
volunteer application to Matthews 
Playhouse we have already registered 
the email address you have submitted 
to us. 

It may say that you need to set up a 
password. Follow the instructions to 
set up a new password and attempt 
login again.

Happy Volunteering!



How to release a shift in Homebase
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Start by pushing the “Schedule” 
button at the bottom of your screen. 
And then select “My Shifts” at the top 
of the screen. And then select “Find 
Cover” next to the shift you would like 
to release.
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From there, select “Trade Shift”.
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Scroll through the names until you 
find “Releasing Shift” and select it.
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When you see this on your screen 
push “Request Coverage” the staff at 
Matthews Playhouse will see your 
request and release you from your 
shift. 



If you run into any unexpected issues or 
have any questions, please email us at 
volunteering@matthewsplayhouse.com


