
Schedule a Work Day at the Visitor Center 

Or 

Tour Guide for the Mathews Cabin 

The Tallgrass Prairie Docent Program uses an application named Teamup to schedule work 
days at the visitor center. Teamup is unique in that there are no user-ids or passwords. Each 
person needing access is given a unique link (URL) to the calendar that identifies you to the 
system. Documentation on the Teamup application can be found at www.teamup.com . 

Your unique link is how you are identified by the system. You should treat it as you would a 
userid and password. Please bookmark the link for future use. If you do lose your link, 
send an email to tallgrass.docents@gmail.com to retrieve it. 

When you click on the link, it will take you to the docent calendar. 

 

Click on the day you would like to schedule as a Visitor Center work day or find a 
yellow schedule bar with “Mathews Cabin Tour” and click in the blank space for the 
day. 

 



 
A pop up box will appear. 

 

 
 

Put your name in the title field. 

Check the "all day" box. 

Click in the “Calendar” box and a drop down menu will appear with a list of all the 
calendars that you can access. 



 

Select the blue Visitor Center Schedule calendar if selecting  a work day, or the 
Mathews Cabin calendar if selecting a tour guide day for the Mathews Cabin. Only 
docents trained for Mathews Cabin tours will see the yellow schedules appear on the 
calendar. 

 



Your name will show up in the calendar on that day. 

 

If you need to cancel that work day, go to the calendar, click on your name and you will get 
a pop up box. 



 

Click the delete button and you will be asked if you really want to delete the event. 



 

Click yes and your name will be taken off the calendar. 

If you have any questions, send an email to tallgrass.docents@gmail.com. 


