Tracking Your Volunteer Activity Hours
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PROVIDE ACTIVITY DETAILS:

Identify the type, location and program associated with your activity.

Hover over Admin Tools, and click Volunteer Activity Tracker in the drop-
down menu.

Dashboard | Programs CetlInvolved Semvice Provider Network | Report Center Admin Tools v

7 Tools Wl Toolkits AL users

YRRP Toolkits User Management
Email Campaigns “ Comprehensive Service Support User Approval

File Library el Cerfficate Managsment
Toolkit Training Materials

A" Unit Management

Surveys

Click Add to display the New Activity page.

Permissions Management

Volunteer Activity Tracker

Enter and track your volunteer activity hours

Search Activity Add +

Select the type of activity for which you want  cucoy [-seea B
--Select--
to enter hours in the Category drop-down list.

Family kiadiness Group (FRG) /Key Volunteer
Meeting
Training

Indicate the level of your activity by selecting
either State or National in the Location drop-down.

Select the activity in the Activity drop-down. Aciy | Select
The activities displayed in this drop-down
depend on your Category selection.

Awards, Recognition, Ceremony
Bnckkaeping!Adminis tive Tasks
Child & Youth Activities/Camp

If you selected State as your Location, select the state in which the activity
took place.

State of Activity | Virginia =

Specify whether the activity was Gratuitous or Statutory in the Status drop-
down.

Program --Select—

[=]

Family Program

Select the program associated with the activity.
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ADD YOUR HOURS:

Provide the date, and enter your activity, travel and preparation hours.

Select the date on which the activity took place using 0372672014
the Calendar drop-down. O March2ot4
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Select the number of hours and minutes spent on the activity using the

following fields and drop-downs:

e Activity: The number of hours and minutes spent on the activity itself.

e Travel / Mileage: The number of hours and minutes spent traveling to
and from the activity in the drop-downs. Type the number of miles you
traveled in the Mileage box.

e  Preparation: The number of hours and minutes spent preparing for the
activity in the drop-downs accompanying Preparation.

Activity Hours |8 IE‘ Hours EU Minutes

I [1 []Hous  [g [=] minutes 40 Mileage

Preparation |2 IE‘Hours 0 Minutes

Provide explanatory comments if you wish in the box provided, then click
Submit.
In response to the confirmation message

. . Your volunteer hours have been recorded
that appears, click one of the following: ()

Do you want to add hours for another activity?

e No, | have finished. oo
To save your hours and return to the

main Volunteer Activity Tracker page.

e Yes, add a new activity using the selections | just entered.
Save your hours but continue to add hours for another activity using
the same activity details. The New Activity page re-appears, prompted
with the data you just entered. Modify this data as appropriate, and
click Submit again.

e Yes, add a new activity using blank form.
Save your hours but continue to add hours for another activity, starting from
a blank form. The New Activity page re-appears with its original defaults,
and blank selections. Complete the form, and click Submit again.
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VIEW PREVIOUSLY ENTERED HOURS: FIND AN ACTIVITY:
View a summary or individual activity hours. Find hours entered previously for a specific activity.
1. Onthe Volunteer Activity Tracker page, view a summary of your total 1. Find hours associated with a particular activity using one of the following:
activity hours entered to date, your entered hours this year, and this e The Search box: Type a keyword string to search for your activity. JSS
month. searches activity categories and names for this text string.

Readiness|

Volunteer Activity Tracker

Enter and track your volunteer activity hours

e The Filter Bar: Refine the list of activities by

. . o Filters
displaying only those that fall within a
Search Aty G particular date range. Date Range
From To
Filters @ . . . 03/26/2013 03/26/2014
Click Apply to apply date filter settings
i 28h 30m 20h 30m 20h 30m to the activities list.

032612013 0312612014

Tou o T T
e The Sort feature: Sort the list of activities alphabetically by category,

2. View details of hours entered for individual activities using the table L .
activity name, location, state, status or program.

provided at the bottom of the page.

AEEVRY | caton ‘5\“"’,"’ s

tatus

The list of activities is re-displayed according to your search and/or
Date ctivity . .
& Activity Awards, 03/23120. State Virginia  Gratuito. Sort Crlte”a.
cognition,

2. To edit previously entered activity hours, click # to the left of the activity.

For each activity, view all activity details entered. Scroll to the right to view

the hours and mileage entered for each activity. You can edit any of the previously entered activity details or hours.

Alternatively, you can delete the activity record, with its associated
covry Sts Program Wiesse 1ol o™ four oo hours, altogether.

Activity

Virginia  Gratuito._. FP 0 2h0m  2h0m  OhOm Oh

NOTE:
e Enter Presidential Service Award hours by clicking the link provided at the
top of the New Activity page.

3. Export your activity hours to an Excel spreadsheet by clicking ‘ﬂ_] .
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