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This cheat sheet explains how volunteers can access Assemble via the apps available for Android
and Apple smartphones or tablets.

Installing the Assemble app

The app is available for both Android and Apple devices.

For Android devices

Step 1. On your device, open the ‘Play Store’ app.

(Hint: From the home screen, swipe upwards from the bottom of Step 2 Step 3

the screen to display all of your apps =oee S 1320 @ & wmagasn
p y y pp ) | 2 @ ° & assemble for volunteers Q

Step 2. Press the ‘G, Search’ icon at the bottom of the

of the screen, enter “Assemble for Volunteers”. | e

Spomsored - Suggested for you Assemble for Volunteers
Step 3. Inthe ‘G, Search Apps & Games’ box at the top mn A | st O

/- Assemble for
it Volunteers

Term: snop Like a Bilion... Access Assemble

Step 4. You should see the ‘Assemble for Volunteers'
app from ‘Access Assemble’ appear. Press the ‘Install’
button, and then the ‘Install’ button again.

Step 2
For Apple devices Search
Step 1.0n your faiae open o ,App Store’ app. App Store Q, Assemble for volunteers @ X
Step 4

Step 2. In the Search bar at the top of the screen enter
“Assemble for Volunteers”.

Step 3. You should see the ‘Assemble for Volunteers’ Step 3 |
app from ‘DutySheet’ appear. Press the ‘Get’ button. o e

/ ’ Assemble for Volunteers
A et

Step 4. You may be prompted to confirm you want to
install the app. Double press the side button to do so.
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Confirm vith Side Bution
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Logging into the app

Once installed the triangular Assemble app icon should be added somewhere on your device
home screens and to the list of all the apps you have installed.

Step 5
Step 5. Find the ‘Assemble’ app icon on your home @
screen and press it to open the app. P
Step 6
(e . % O access
Step 6. Press the blue ‘Sign in’ button at the bottom of m, ‘ Assemble Step 7
the screen. —
"Assemble” Wants to Use
"app.goassemble.com” to Sign
In
Step 7. You may see a message allowing Assemble to e
use a web browser to sign in, or similar. Press ‘Allow’ / ‘ S o
t ] ‘ . ’ . nce| nue )
OK'’/ ‘Continue’ to allow this. )
. . : Step 9
Step 8. Enter your personal email address into the ‘Sign =
in with your email’ box and press ‘Next’ Step 8 7, Assemble
. . ’, a— Slb;:alev.'s Hospice o
Step 9. Enter your password into the ‘Please enter your 4, Rssemble Rssembl s aur anine vountering
password’ box and press ‘Next'. sianin o Assemble ol

Sign in with email
G InWER oS For ‘how to' videos and other support, see

Sign in with your email the Assemble page on our main website.

Step 10. You may see messages about allowing

Assemble to send notifications and/or access your
location. Press ‘Allow’ or ‘Don’t Allow’ according to your L= ™
preferences. Back

Forgot password?

Please enter your password

Step 11. Once you see the Assemble home screen with

‘Hello [Your Name]’ at the top, you have successfully Step 11
logged into the app. & & Hello
Test Volunteer,
Step 10 Friday, 26 Jun 2026
“Assemble” Would Like to Send
You Notifications 0 1
If you experience problems logging in to the app, you e P MR ®
may need to reset your password. See the separate be configured in Settings. 0 B )
.Access'lng Assemble via thg web’ cheat sheet for Dot Allow e o o
instructions on how to do this. v P it 1
If you continue to have problems logging into the app

even after resetting your password, please contact
your volunteer manager or the Volunteer Engagement
Team - volunteer@stpetershospice.org.




Updating your profile information

You can review and update the information Step 12
we hold about you in the profile section of TN S
the app. Hello

Test Volunteer,

Monday, 22 Jun 2026

YOU ARE UNAVAILABLE B

0

Step 12. From the Assemble home > o2
screen, press the (...) More icon on the 0 0

bottom right. g N e >
0 0

:\A;}(‘ > TASKS ‘ >

IN PROGRESS

Step 13. Press on [Your Name] displayed
at the top of the screen.

¥
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Step 13

13370 @ QG4 855%
Test Volunteer
Volunteer for 1 day

£ Calendar
# File Hub

2 Contact us

YOUR ACCOUNT

Logout

screen.

Step 14. Your profile information is split into different sections. Press on the one you want to review.

Step 15. If you want to change any of the information, press on the ‘Edit" icon on the top right of the

Step 16. Make the changes you need to, and then press the ‘Save’ icon on the top right of the screen.

Step 14 Step 15

Step 16

13:27 CONME G L4R860% 13:32 CEONYS4659%
o 5 (@
¥, Assemble & M, Assemble

You are active. You are included in the volunteer

Personal Details directory and "Near me" feature is activated.

Y 2 EMAIL ADDRESSES
Diversity Information

PRIMARY EMAIL

Skills & Interests test.volunteer@gmail.com v
PHONE NUMBERS
Contacts
MOBILE NUMBER
07777111222 v
POSTAL ADDRESS

You don't have any postal addresses

EMERGENCY CONTACTS

SPOUSE
Test Volunteer v

13:37

é

SELECT YOUR STATUS
1 am not on hold
Appear in volunteer directory YES

Excluding yourself from directory will prevent others from
contacting you

Appear in "Near Me" YES

The "Near me” function of the volunteering map does not
reveal your location, but shows if you are within range of
another volunteer. Enable this 1o use "Near me" feature.

EMAIL ADDRESSES
PRIMARY EMAIL

test.volunteer@gmail.com Ve
Add another email +
PHONE NUMBERS

MOBILE NUMBER

07777111222 v

CORNROART7%

Save

Hospice AssemsLEe




Browsing news

You can browse the latest news articles from
teams around St Peter’s Hospice in the News
section.

Step 17. From the Assemble home
screen, press the ‘News' icon at the
bottom of the screen.

Step 18. Press on the article you want to
read to display it.

Signing up to events

Events that are available for you to sign up
to are shown in the Activities section of the

app.

Step 19. From the Assemble home
screen, press the ‘Activities’ icon at the
bottom of the screen.

Step 20. Press on the event you are
interested in to display it.

Step 17

14408 © o

Hello

Test Volunteer,
Thursday, 25 Jun 2026

YOU ARE UNAVAILABLE B

emw®4027%

DUE TODAY

NEW EVENT >
ARTICLES INVITATIONS

AVAILABLE TASKS >
TASKS OVERDUE

TASKS TASKS >

IN PROGRESS

Step 19

14418 ©

Hello

CWw64027%

Test Volunteer,
Thursday, 25 Jun 2026

YOU ARE UNAVAILABLE B

DUE TODAY

NEW EVENT

ARTICLES NVITATIONS >
AVAILABLE TASKS >
TASKS OVERDUE

TASKS TASKS >

IN PROGRESS
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13:46 & COME G 4@56%

| BSammble Q

10th June 2026 i

Meet some of our amazing

volunteers

4th March 2025

Assemble Under Construction

Step 20

14418 ©

INVITATIONS.

= taking ir

ﬂ.} ;;umble
Events Tasks Rota Activities
TEAM EVENTS
TEST EVENT - Rugby March 2027!

4th July 2026

CE®O4026%

ALL =
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Managing your rota shifts

If your team uses an Assemble rota to manage volunteer shifts, you can review and amend your
shifts in the Activities section of the app.

Step 21 Step 22
1“NeOx@ cEw®4027% 14:00 COMSOA051%
Hello # o
Test Volunteer, Events Tasfs Rota Adivities
ThurSday' 25 Jun 2026 INVITATIONS TEAM EVENT! =
Step 21. From the Assemble home screen,
. ... ). Sorry, no events were found
press the ‘Activities’ icon at the bottom of the 0 ‘ 1 Ty i youx e o e e
screen. :;::CLES >l :,\;,’jf,'lw% >
Step 22. Press on the ‘Rota’ tab towards the Om . 0 .
top of the screen. :
0 0
;ciKTSODAY > ;r::;;GRESS >
[ ] ]
Step 23 Step 24
1401 CONGO4051% 14:02 LCOMSG®IR51%
w, - bi 4, -
Events Tasks Rota Activities Events Tasks Rota Activities
June 2026 Mon Tue Wed Thu Fri Sat Sun
Step 23. On the calendar view, any date on e : 2@’ * & 4 6
which you already have shifts scheduled is 12 3 4 5 6 7
indicated by a dot. Press on a specific date to 8 9 10 0m 2 1w Tt e
open up details of that date. 5 16 17 18 19 2 2
22 23 24 25 26 27 28
Step 24. Press on the title of the rota to show z@ ’
more details. .

Tap a day to view details and add a shift




Step 25. The start and end times of the rota
on that day are shown at the top, and any
shifts already scheduled are shown below.

Adding a new shift

Step 25

®
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Oscome

Test Shop
Test Shop
Tuesday 30 June 2026

ROTA DETAILS
09:00 - 17:00

YOUR SHIFTS

14:03 COMSO4a51%

Events Tasks Rota Activities

14:00-17:00 & . Test Volunteer

Add shift

Step 26. Press ‘Add shift’ on the right-hand side.

Step 27. Check the date is correct, and then press on the Start Time and End Time, and adjust
them to the times desired, using the 24-hour clock.

Step 26

14:03 COWMSOLE51%

Onceom

Events Tasks Rota Activities
Test Shop

Test Shop
Tuesday 30 June 2026

ROTA DETAILS
09:00 - 17:00 Add shift

YOUR SHIFTS

14:00-17:00 & . Test Volunteer >

Step 27
14:03 COMVOA051%
T New shift
DATE
30th June 2026
START TIME END TIME
09:00 17:00
Repeat Never




Changing and deleting shifts

Step 28. Press on the shift you want to
delete or change.

Step 29. (To make changes) Press on the
Start Time and End Time, and adjust them
to the times desired, using the 24-hour
clock. Then press the ‘Update shift’ button
at the bottom of the screen.

Step 30. (To delete) Press on the red
‘Delete shift’ text in the middle of the
screen.

Step 28
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COMT 64u50%

Events Tasks Rota Activities

Test Shop
Test Shop
Tuesday 30 June 2026

ROTA DETAILS
09:00 - 17:00

YOUR SHIFTS

Add shift

14:00-17:00 & . Test Volunteer

10:00 - 12:00 . Test Volunteer

Step 29

14:03

DATE
30th June 2026

START TIME
09:00

COoOmMs04051%

New shift

END TIME
17:00

Never

1404 CONTO4E50%

G Edit shift

DATE
30th June 2026

START TIME END TIME
14:00 17:00

Update shift

1404 ©OMS ®4@50%
< Edit shift

DATE

30th June 2026

START TIME END TIME

14:00 17:00

-




