Recording Volunteer Hours

WSU Extension uses an on-line program to record volunteer hours for ALL WSU volunteer programs. This is
separate from the on-line training program which is specifically for WSU Master Gardeners.

Your account has already been established. Your user name is the e-mail address you submitted when you
applied for the training. Even if you change your e-mail address at a later date, it will still be your user name.
The password to access your account is “password!”.

To access the database go to: http://ext.wsu.edu/Volunteers/logon.aspx
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In 2013, 4823 volunteers have reported 440,327 hours. In 2014, 155 volunteers have
«eported 735 hours. Thank you, Volunteers!

WSU Extension '
Logged on as: arthur fuller1 @yanoo.com

Volunteers: to use the system, choose the "Volunteers”

mens femen e From the next screen that opens, select the activity

. Your WSU Volunieer Authorizations
Personal Information: < e
County/Dept| Program |Active|Authorization . .
PRI e IesterGardenersives - olnteer you want to use. In most cases you will be Entering
Why Report Hours ‘You should have an ACTIVE entry for each program in
which you volunteer. If the list of your programs is not

correct, please contact your program coordinator. an Actlvlty' Edlting an Actlvlty or checklng My Report

Volunteers

to review the hours you have entered.

If you have muttiple user names for different counties or
programs, please contact your county program
coordinators.
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Logged on as: arthur.fuller! @yahoo.com

Volunteers
Enter Activity
View/Edit Activity Menu item

Volunteers: select from the follow menu items on the left to use the WSU Volunteer System

Task

Program Supervisor Enter Activity Record new volunteer activity by program, category. and date.
T = View/Edit Activity  |[Modify or delete volunteer activities that you entered earlier.

MG - Hours

Program Check and possibly change the person entered as your program
Supervisor supervisor.
Take a quick look at the data you've entered for the specific time
Report beriod you select.
Personal i
" Revise the your persenal information (e.g. email, address)
Information

Change Password ||Change your password.

WSU Extension, PO Box 646248, Hulbert 411, Washington State University, Pullman WA 99164-6248, 509-335-2837, Contact
Us
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Home
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Logged on as: arthur.fuller! @yahoo.com
Home

If you selected Enter Activity, this screen will open.

Some of the boxes will be pre-set. The first one you will go to is
the Activity box. Open the drop-down menu which looks like
this:

You must click the Save button at the bottom of this page in order for your hours o be
recorded

Location

Volunteers
Enter Activity

ViewlEdit Activity . i - i _ ity —
Program Supervisor County /Depariment | Lewis[~] XCUVW Lewis [=] Activity _ tY ﬂ
Report - My Hours S peCiﬁC e
MG - Hours Program Master Gardeners[=] Activity | ~Select an Activity - [ Activity Answer/Plant Clinic
Hagorpiae Specific - f
’%\ﬁ“‘e‘”w Example: Farmer's Market Title Continuing IIEducation
(This may not be required by Demonstration Garden
your county and program. ) Other Educational Delivery
Enter your total contacts for each Enter yo|Program Support
Select a Date. classification. classificy
Female Male
White Female Youth Qutreach
Black/African
American
OnpanilLathn You will be using all but the Community Garden and Stormwater
Asian/Hawaii . Lo . -
o Gther Pacc Education activities. Select the appropriate activity.

Islander
Start Time |8:00 AM E American e .. . . . .
Ena Time [F00AM 5] idan/Alaska In the “Specific Activity Title” box below type in a little infor-

Combined total: 0

mation about the activity. For instance if you worked in a
_Clear the form

,
demonstration garden, enter the name of the garden. On days
that you attend the Master Gardener training class, enter “MG

WSU Extension, PO Box 646248, Hulbert 411, Washington Slﬂi: University, Pullman WA 99164-6248, 509-335-2837, Contact tralning”
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Click on the correct date, then below that enter your starting and
stopping time. You do not have to enter the civil rights information on the right side as we track that in a different way.

Be sure to click the SAVE button after each entry to record the information. As soon as the information is saved a new screen will
open and you can continue entering hours.

To check to make sure your hours were recorded correctly, click on “Report—My Hours” from the menu on the left side. When this
screen comes up, click on the Go button to see all hours recorded.
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Home
Volunteers Program County | Lewis []

Enter Activity Master Gard

ViewlEdit Activity Program aster Gardeners|~ |

Program Superviser Beginning Date  1/1/2014 (m/diyyyy)

Report - My Hours | g pate 12312014 (nvayyy

e ot (m7dryyyy)

Report - State

WSU Extension, PO Box 646248, Hulbert 411, Washington State University, Pullman WA 99164-6248, 509-335-2837, Contact
Us
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If you’ve made an error in entering an activity, you can select “View/Edit Activity” from the menu on the left, click on the date or ac-
tivity that needs to be edited, correct it and SAVE it again.

Logout to end your session or the program will automatically timeout after a period of nonuse.

If you have any questions, please contact the coordinator for assistance. Volunteer hours should be recorded after the activity but
monthly at a minimum and to meet the WSU Extension requirements.



