
Logging Volunteer Hours 

 

Always remember when entering information or updating information, you must 

click SAVE or the information will not be retained. 

At the main profile page, select the 4th Tab from the left – Hours Log. 

 

 

You will see a screen like this.   To the right of the word ‘Activity’ is a box with a drop-down arrow. Use  

the drop-down arrow to show the activities assigned to your profile.  If you are logging hours for a 

facility or activity that does not show on your initial drop down (e.g. an event or presentation), you can 

click on ‘Active’ and then click on the drop-down arrow. This will display a list of all active facilities 

(facilities that have a team visiting) as well as categories for Events, Classes and other organization 

business.  After selecting the item you are logging hours for, complete the date you volunteered, the 

time spent (including drive time) and the other fields displayed for the particular activity. Once you have 

completed all the fields, click SAVE. 



 

 

 


