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A.  How to Log In 
 

1.  Log into MTK - https://montgomeryhsa.membershiptoolkit.com 

This is what the screen looks like: 

 

 

2.  Hover over Admins in the tool bar, and click on Dashboard: 

 

3.  Once you’re in, it looks like this: 

 

https://montgomeryhsa.membershiptoolkit.com/
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B.  How To Send an Email - Sending an email to a specific classroom 

of parents, or a specific grade level. 
  

1. Click on Communications, then click on “Send Quick Email”  

 
 

2.  Scroll down and find “Message Board:  All Parents of students in – [teacher name]”.  Click on 

the box next to the classroom of parents to whom you would like to send an email.  If you are 

sending to an entire grade of classes, you must select EACH teacher for that grade. 
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3.  Scroll down and fill in the fields (see below).  If you do not need to insert a sign-up link in your 

email, you may click on SEND NOW after you’ve entered all the fields, and you’re done! 

 

 
4.  {OPTIONAL} If you need to insert a link to sign ups in your email, click on “Insert Link”  
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4a.  Click on the magnifying glass, scroll down to the Volunteer Forms area and find the link to 

the sign up you would like to include in your email. (Note:  there are many old/outdated available links.) 

 

4b.  Once you select your link, the box below will appear.  Do not change the URL field. 

The Text Field can be changed to anything you’d like to appear as the hyperlink in the text of your email. 

Then click on Insert. 

 
 

5.  Once you have completed your text, click  . 
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C.  How to Create a Sign Up 
 

1.  Log in to MTK and the Admin Dashboard as described in steps A 1 & 2 in this How-To Guide. 

 

2. Click on Signups > Forms > new volunteer form 

 
 

3.  Update fields on New Volunteer Form pop-up window: 

a. What do you want to call this form?  Enter the event name and year for which you are 

soliciting sign ups (i.e., Mrs. Teacher’s Back to School Supplies 2021) 

b. What type of form is this?  Normal volunteer form (we do not use Sign Up Genius) 

c. Click ‘save’. 
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4.  Update fields on the Overview tab: 

a. Extended Description – This text will appear below the title of the form in a smaller font. 

Sometimes it is helpful to include a due date here. One to two sentences works best here. 

b.  Status – 4 options 

a. Draft mode is only available to Admins working on the form. Keep in Draft while 

working on it.  Change to Active when ready to publish. 

b. Test mode allows Admins to see the form and to use the form to test the functions. 

It will be highlighted yellow in the list of Open Forms and can only be seen by 

Admins. A form in test mode will only be visible if the Publish and Unpublish 

Dates/Times are current.  

c. Active Mode is when you want your form to be available to your users.  

d. Archived mode is used when you are done with a form and no longer want it to be 

presented in your list of forms on the Dashboard.  

c. Publish Date/Time – When you want the sign up to be available. 

d. Unpublish Date/Time – When you want the sign up to become unavailable.   Please ensure 

this date is on, or close to, the date of your event. 

e. Click ‘Save’. 
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5.  Update fields on Presentation tab – controls how the form looks and what the user/volunteer 

will be able to see on the form.  

a. Who can volunteer – Parent(s) Only 

 

b. Presentation style – List  

 

c. Show Entries that have passed – No  

 

d. Show volunteers – Yes (this allows people to see who else signed up) 

 

e. Show count of open slots – Yes  

 

f. Show how many have signed up – Yes 

g. Form Stamp – Normally used when archiving forms, you can use this field to group forms 

together and make them easier to find later. Example: 2022-2023 

h. Preamble – Into the text box, insert the text you would like to appear at the top of the 

volunteer page, before the volunteer opportunities. You can include text and pictures. It’s a 

great place to include a motivating volunteer statement and who to contact with questions. 

However, it is not necessary to put text here. It is more important to put a good description 

in the Section Information on the Opportunities tab (see #6).   

i. Click ‘save’. 
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6.  Update fields on the Opportunities tab: This is where you will put your “jobs” for volunteers 

and your date/time slots for the shifts you need covered/items needed.  

a. Click on the blue +add section button.  Type the text you would like to appear at the top 

of your request for sign-ups.  Then click Save. 

 

 
 

 

7.  Hover your mouse over the Title of your Opportunities (Playground Equipment Example) and 

click on the blue “Add Opportunity” button. 

 
 

8.  Select “Volunteer Interest” selected, and click on ‘Add’ button. 
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9.  Add entries for each Opportunity or Sign Up that you need to fulfill, including how many you 

need under “Max”.  Then click on ‘Save and Close’ at the bottom. 

 
 

10.  Hover your mouse over the Opportunity/Sign Up (Footballs), and click on the blue edit button 

next to it. 

 
 

11.  In this screen, you confirm the number of items you want for your Opportunity/Sign Up.  In this 

example, we want 10 footballs, which you must put in to the “Max Vols” field.  Ensure the 

Opportunity Active field = Yes.  Click save.  Go back and complete steps 10 & 11 for each 

Opportunity to add the necessary details. 
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12.  Click on Save and Close. 

 
 

13.  Confirmation Email: This step will allow you to send a confirmation email to the person who 

signed up.  Make sure the “send confirmation email” has YES selected from the drop down.  The 

text can say anything you’d like – for example, thank you for signing up to provide us with 

playground equipment!  If you would like a copy of the confirmation sent to you (or anyone 

else), enter their email address at the bottom.  Click on Save and Close.  That’s it!  Your sign up is 

complete. 

 

 


