
Tip Sheet for logging volunteer hours into the WSU Volunteer database

You will see this page once you’ve logged in. On the left side, click on Volunteers



You will see this screen after you click Volunteers. Click Enter Activity.



After you click Enter Activity, you will see this screen.  The first thing to do is to 
Select the Program. Click on the down arrow to see Stream Stewards.



After you select the Program that you volunteered for, then select the Activity that you participated in.  See below for 
Activity examples. The 6 primary Activities are: Educating the Public, Educating Self, Program Support, Science, 
Stewardship  and Support other organizations.





After you select Activity, write the Specific Activity Title of the volunteer activity, click on the date of the 
activity (use the left and right arrows at the top of the calendar to get to the correct month; the day will 
gray when selected), click the hours you volunteered from the drop down under the start/end times.  If you 
volunteered with the public, do your best to complete contact details (gender/ethnicity).



When you finish recording your hours, click on Save button.  Note, the database screen limits you to 
entering one time period. If you volunteer for 2 non-consecutive shifts in a single day, you will need 
to make 2 entries for your time. 



When you’ve successfully recorded your hours, you’ll see this message. If you’re recording more hours, just click the 
Clear the Form button for a new screen



If you would like to check or change the hours you recorded, click View/Edit Activity.



When you click View/Edit Activity, you will see a list of your hours.
Click on the Select button to View/Edit hours.



You will be taken to the data entry screen where you recorded your hours.  



In this example, the date was changed from 9/22 to 9/15 (the correction is in red) and the times 
were changed to start at 3pm and end at 5pm. Once you’ve made the changes, click Save Changes.



After the changes are saved, you’ll see the new date and start time under View/Edit Activity.


