
Using Tessitura to Manage 350 Volunteers



VOL – indicates volunteer

RUS – Indicates highest level usher

USH – indicates usher

TRN- indicates trainees

DOC- indicates Docents

DCA-indicates Docent Assistants

ADM – indicates Admin.  Volunteers

Volunteer Constituencies



Volunteer assignment information is 
housed in Tessitura in the 

Custom/Volunteer tab



Position Status Determines the 
type of confirmation they receive



Confirmation/Cancellation/Reminder 
emails:



After a performance, the respective 
House Manager enters the volunteer 

hours using our custom report 
“Volunteer Capacity by Performance 

New”



Hours are displayed in the 
“Hours Worked” Column in the 

“Custom / Volunteer”  Tab



We use the “Research / 
Documents” tab to add in any 

paperwork that was filled out during  
orientation or certifications earned



Volunteers earn 4 tickets for 
each 72 hours they volunteer.  
We use the custom report 
“Arsht - Current Available 
Tickets” to calculate this 
automatically.



Volunteer Benefits are Calculated with the
Arsht – “Current Fiscal Year Tickets” Report 



Other Important Information



Daily / Weekly Reports



Tracking



“Volunteer Room” Online Portal



Volunteers can review how many 
hours they have worked for the 
current season, since day one, and 
how many tickets they have 
earned.



Volunteers can schedule themselves by clicking 
what they would like to sign up for



Content Tab in Ticketing Setup



Selections automatically populate in the 
portal.   In the “Custom Tab” under the 

“Created by” column, it will indicate 
“TessApi”  which informs us that 

transaction was completed online.



The hours added in are 
displayed on their 

“Schedule History” page



Volunteers can cancel a shift by 
clicking the “Cancel Shift” button.



They will receive an automatic 
cancellation e-mail.  The 

cancellation will also show up on 
their “Schedule History” page



Managing Interns in Tessitura



Interns are considered 
Volunteers so their hours are 

also tracked in the 
“Custom/Volunteer” tab



Resumes etc. are housed on the 
“Research / Documents” Tab



Track their school on the 
“Research / Schools” Tab



Track who they interned for on the 
“History / Activities ” Tab



Intern Output Set



Intern Attributes



Thank You!

Nicole Smith
Manager, Volunteer / Internship Services

nsmith@arshtcenter.org


