
 
 

50 
 

GIVEPULSE - WSU Data Base System 
 

"Entering your hours into the GivePulse database is new as of 2021. You will receive an email to 

ask you to claim your account. There are separate instructions to Claim your account and fill 

out the application form. These pages provide step-by-step instructions to help you the first 

time you use your account in order to add Impacts (volunteer and CE hours).  

 

NOTE:  It is REQUIRED that volunteer hours be reported on a MONTHLY basis. 

Keep all activities on a calendar (trust me you won't remember) and enter them at the end of each 

week or month.  DO NOT wait until the end of the year - at that point it becomes a huge job! 

Why report hours? The information is required by WSU to gather statistics, justify the MG 

program existence, acquire recognition and allow you to have WSU liability insurance. 

 

Log onto the GivePulse volunteer data base: 

https://wsu.givepulse.com/group/453187-WSU-Yakima-County-Master-Gardeners 

 

Click on Login 

Click on ‘click for more options’. 

Do not use Log in via WSU 

Use your email address and the password you 

have created 

IF you added your Facebook page you need to 

log in using that option 

 

 

 

 

 

 

 

 

     

 

 

 

Click on Log In 
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Add Impact screen comes up. 

 

Asks where you did your volunteer time. 

 

Can type in WSU Yakima or just click the 

magnifying glass. 

 

Click on WSU Yakima Master Gardeners 

Often the Add Impact screen is seen first. 

Add Impact screen comes up: 

 

Add the Date 

 

Click on Date - on the right to remove 

End date see a + sign 

 

Today’s date is usually seen.  To enter 

time from a week or month ago Click 

on down arrow to see the calendar 

appear. Use arrows to navigate 

 

 

 

 

 

 

 

Click on the calendar date for the volunteer or CE 

event. 
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Enter the Start and End Time 

 

Use arrow to pull down time & am/pm 

 

Time is what we are reporting & the number 

of total hours should be seen as correct. 

 

Do not use any other items in the arrow pull 

down list other than TIME. 

 

 

 

 

 

Then Enter the Program Categories with 

the pull down menu.  This will be same as 

we have always used: 

 

This entry is required! 

 

 

 

 

 

 

 

 

 Program support - This is a huge catch all category to include: greenhouse, plant sale, 

Foundation or Executive Board Meetings, Arboretum “pulling of the green’s, helping on 

team events or meetings, veteran mentors (active time spent with your mentee), office duties, 

set up take down FM & Fair, mentoring, etc.  The first year of the West Valley Food Garden 

when preparation is being done will be counted under Program Support 

 Demonstration garden – We have 4 gardens that qualify to enter your hours as you WORK 

in the garden 1) maintenance of the Demonstration Garden at Ahtanum Youth Park, 2) 

planting, caring for and harvesting seed from the Heirloom Garden at the greenhouse, 3) the 

Kamiakin Food Garden work and 4) the newly formed West Valley Food Garden in 2022 

when produce is actually harvested. For Food Gardens produce should be weighed, have that 

weight recorded and donated to local food banks. 

 Continuing education - this is for Certified Veterans only – this is a place for the WSU 

class hours you attend, annual MG conference, Spring Symposium, Saturday DG or HG 

classes, Arboretum classes, writing and researching for a news article or presentation. If you 

plan to attend any other garden related classes.  Fill out the non-WSU CE form with the 

details and Program Coordinator will determine if it qualifies for CE credit.  Trainees or 2nd 

year interns please do not record anything is this area! 

It is important to note that when recording CE the Lecture Schedule that is printed each year 

should be consulted.  If lectures are horticulture-based they will be in black.  Others may be 
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essential lectures such as Orientation that are not horticulture based but the hour will be 

entered under Program Support and will be in a blue color.  Those that are NOT for CE, but 

for fun, will be in a red color. 

 Answer/Plant Clinic. Answers questions posed by the public at the Diagnostic Clinic, 

Farmer’s Market, State Fair booth, special clinics, store nurseries such as Home Depot, home 

& garden shows, etc.  Contact with the public may also be via telephone or email. 

 Other educational delivery – give a presentation for 1) Lunch & Learn, 2) Speaker’s 

Bureau to include: garden clubs, spring workshop presenter, presenter at DG & HG garden 

classes, etc. Time spent doing research preparing a MG presentation which is then delivered 

to the community goes under CE (no more than 4 times the length of the presentation.)  

This category is also where you will keep track of the time writing articles for either the 

Yakima Herald or the monthly Newsletter which is then published. Again - researching of 

information for the article will be reporting under CE with a maximum of 4 hours. 

 Community Garden involvement: Those involved in community gardens teaching adults 

will need to get approval from the Advisory Team prior to starting the project. Currently we 

have no community gardens.  The rules for community garden hours reported are as follows: 

o The MG may not receive any produce from the garden. 

o They may not count hours that they spend manually tending plots, such as planting, 

watering, weeding, mowing grass, harvesting, etc. These are on your own time.   

o They may count hours they spend directing and coaching others on the proper 

gardening techniques.  Their primary role must be one of teaching, and advising 

adults in the proper care of gardens. 

o If children are taught in this garden as a formal class only - put the hours under Youth 

outreach. 

 Youth Outreach - special events, school gardens, giving presentations at schools, 4-H, etc.  

These encounters must be educational and do not count for tending of a garden! 

 MG Basic Training - this is for Trainees and 2-year Interns only for their class and other 

lecture hours (Spring Symposium, Demo or Heirloom Garden classes, Advanced Education 

Conference, etc). Blackboard Orientation hour can be recorded as Program Support. Veterans 

please do not record anything in this area!   

 

Then enter the Specific Activity:  As before these are optional. 

 

Specific activity is utilized to further 

categorize volunteer hours.  Use the 

abbreviations or code listed  

 

Please DO NOT use any other description 

as this simply makes the database unusable.  

If you see a need for additional breakdown, 

please contact the Program Coordinator and 

we will develop a code for all MG users. 
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These are the Recommendations that we have been using: 

 Program Support - GH = Greenhouse, PS = Plant Sale (Arts), FM = Foundation meeting, 

TM = Team meeting, CI = Community Involvement, WVFG (first year) 

 Answer/Plant Clinic - EXT = Clinic, FMC = Farmer’s Market, FB = Fair booth 

 Other Education Delivery - SB = Speaker’s Bureau, WG = Writers Guild 

 Demonstrations Gardens - DG = Demo garden, HG = Heirloom garden, KFG = Kamiakin 

Food Garden, WVFG (second year) 

 Youth Outreach - Schools (each have code), Single Events or Multiple Events 

 

Program Priorities is new to 

WSU 

 

There are 10 areas and the 

majority of our Impacts will be 

Horticulture skills 

 

Others will be used only by 

specific teams  (clinic or 

educational teams)  

CE presentations on that topic 

can be marked 

 

 

These are some Recommendations so that we are all consistent. 

1 - Horticulture skills – GH, DG  

2 - Local food – HG, WVFG, KFG 

Rest are CE topics, SB or WG topics, Youth team topics 

3 - Pollinators  

4 - Water conservation 

5 - Clean water 

6 - Soil Health 

7 - Plant biodiversity 

8 – Near-by Nature 

9 - Wildfire preparedness 

10 - Climate change 

Any can be used by clinic, FMC or Fair when they answer specific questions from the public 
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Some events may require that you report 

Demographics: these include total 

participants, gender and ethnicity totals such 

as the clinic, farmers market, youth, 

Speaker's Bureau, etc.   

Only the designated individual will enter 

the data that is recorded on the log sheets.   

If however, it is an event (such as giving a 

presentation to a garden club) for Speakers 

Bureau where only YOU participate then 

you do need to enter the data when you 

report your hours.  

But co-leaders will be sharing this information with the Program Coordinator for our Year End 

Report.  If you are unsure where your activity falls be sure and ask the Program Coordinator.  

 

There are some additional information 

areas that are totally optional: 

 

- Rate your experience 1-5 

 

- Review or feedback 

 

- Personal notes 

 

- Attachments – you can add a picture or 

text file 

 

 

 

Assure Sharing and Privacy Settings 

 

All or None (best to just chose None) 

My Groups - WSU, WSU Ext, Yakima 

 

Make your impact private – has only the yes 

option available. 

 

Last Click on Add Impact 

 

 

 

 

Be sure and save this web site to favorites or as a shortcut on your desktop to make it easier to 

access. It is easier if you enter your hours right after donating them and there is a App that will 

allow you to do that on your smart phone.   
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Reporting hours needs to be done at least at the end of every month or if more convenient at the 

end of the week.  It is especially important if you are putting in a lot of hours to be sure and write 

them down or mark them on a calendar or day planner so you don’t forget. 

 

Interns are required to put in 50 hours minimum with 9 of those at the diagnostic clinic team 

(after that they can volunteer at the Farmer's Market or Fair), 9 in the Demo & Heirloom garden, 

9 in the Greenhouse (Plant sale and Arts Team does count toward these hours) and 1 hour toward 

a communication project where trainees chose a clinic question research the information to 

answer the question, cite references and give a 5 minute oral presentation in April class or in 

writing where you write 300 words to answer the clinic question, cite references and give that to 

the clinic co-leader. 

Veterans are required to put in 25 hours minimum plus have 10 hours of continuing education. 

 

What qualifies for continuing Ed besides our classes offered at the Red Barn? 

 Spring Symposium, Advanced Education Conference, etc. 

 The majority of DG classes on Saturday have been approved for CE and all the HG classes 

count. 

 Horticultural courses provided by Extension or re-taking of MG basic training sessions. 

 Horticulture related classes offered by the Arboretum, accredited institutions, community 

colleges, technical colleges and universities.  Be sure and fill out the Non-WSU continuing 

education form which is in the back of this handbook. 

 WA State Department of Ag approved pesticide or pesticide alternative classes. 

 Classes taught by professional associations such as WA State Nursery and Landscape Assoc., 

WA Association of Landscape Professionals, International Society of Arboriculture, etc. 

 

What does not qualify: 

 Food preservation/preparation or nutrition classes for CE 

 Garden crafts or photography classes for CE 

 Personal trips and tours not pre-approved. 

 Personal research or reading not related to a specific MG project. 

 Travel time to and from events (there are some exceptions for MG business). 

 

Awards are given each year at the banquet in February to those individuals who volunteer over 

100, 200 plus hours.  So keep recording the hours you volunteer from January 1st until the 

deadline which is December 31
st
.  

 

Important note: continuing education hours do NOT count toward the payback volunteer hour 

totals. 

 

For Veterans without access to/or are not able to use a computer - you have the option to fill out 

the Manual volunteer hours form and turn them into the Program Coordinator at the end of 

each month in class.  When class ends - these forms needs to be turned into or mailed to the 

Extension office by the deadline.  A copy of the form is included at the back of this Handbook.  

Just photocopy this form so that you have one for each month.  Only Claudia or John can enter 

these hours.  Those Master Gardeners who wait until the end to turn in their hours and have over 
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50 hours will only have 10 hours of CE and 25 volunteer hours entered.  Mentors are welcome to 

help their interns enter their hours but once comfortable they should enter them on their own.   

 

WHY is it important to record your hours? 

 WSU provides worker’s compensation insurance, but only when volunteers provide an 

accurate accounting of their time.  Actual hours must be reported for each volunteer, 

monthly.  It is not appropriate to estimate hours well after the fact! 

 WSU needs hours reported monthly for statistics that justify the MG program existence 

and helps to get continued funding at the state level. 

 The Yakima County Extension also needs data to justify continuing the MG program and 

get funding at the County level as well. 

 Both state and county use the demographics as part of their diversity reporting.  
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Specific Activity Entries 

 

ONLY THESE LETTERS CAN BE USED! 

PLEASE do NOT type in just anything!!! 

 

These are NOT required as part of entering your volunteer hours.  They are a choice to 

further define our activities within the larger activity categories: 

 

PROGRAM SUPPORT 

GH GREENHOUSE - Those activities associated with the greenhouse including propagation 

 of plants, labeling of plants, repairs made on the greenhouse, cleanup, etc.  

PS PLANT SALE - Those activities associated with the plant sale, such as preparing ads, 

 sale posters, mailings, plant posters. It will also include those activities related to 

 preparing for the plant sale especially during the 2 weeks prior to the plant sale.  It 

 will also include all hours spent working during the sale and clean up after the sale. It 

 also includes hours working on the Arts Team. 

FM FOUNDATION MEETINGS - Include Board meetings for the directors and the 

 Advisory Team meetings. 

TM TEAM MEETINGS - All co-leaders and their teams that need to meet to make decisions.   

CI Community Involvement consultation. 

INT INTERNS – This is for mentors to record those activities that revolve around the new 

trainees/interns and include: interviewing, mentoring during class, helping them with 

Blackboard online course, monitoring their progress as interns with volunteer hours, 

helping them to learn how to enter their hours, etc. 

WVFG The first year of the West Valley Food Garden setting up the infrastructure. 

 

 

ANSWER/PLANT CLINIC 

EXT EXTENSION OFFICE CLINIC - Those hours spent staffing the extension office clinic, 

 including hours spent researching client questions at home, or emailing or talking to 

 clients at home. 

FMC FARMERS MARKET - Those hours spent staffing the Farmers Market booth, They do 

 NOT include the time to setup & take down the booth, that will go under Program 

 Support. 

FB FAIR BOOTH - Those hours spent staffing the Fair Booth. Do not include the set-up and 

 cleanup. 

 

 

OTHER EDUCATIONAL DELIVERY 

SB SPEAKERS BUREAU - Those hours spent actually presenting the subject matter.  

 Hours spent preparing for the engagement such as preparing a power point can be 

 recorded under Program Support or CE if you have to research the subject matter with 

 various media.  

WG WRITERS GUILD / Columbines - Those hours spent writing, editing, and publishing 

articles.  Those hours spent researching the subject matter would go to CE. 

 



 
 

59 
 

DEMONSTRATION GARDENS 
DG DEMONSTRATION GARDEN at Ahtanum Youth Park work hours 

HG HEIRLOOM GARDEN at the Greenhouse work hours 

KFG KAMIAKIN FOOD GARDEN Yakama Reservation work hours 

WVFG West Valley Food Garden when produce is harvested and donated to local food banks 

 

YOUTH OUTREACH 

SCHOOL Programs that involve children that attend more than 1 or 2 sessions in length.  Each 

youth will normally attend a series of sessions. The code for these include: 

LC  Lewis & Clark Middle school 

WH Whitney Elementary school 

SU Summitview school 

S Selah STEM 

NM Naches Middle school 

 

Other options for teaching gardening to school age children. 

JJ Juvenile Justice program 

UGM Union Gospel Mission 

 

ACTIVITIES - Those programs that are only one or two days in length and may involve 

different youth at each session  (just type in the event name) and may include: 

Mother's day baskets   Arbor Fest 

Demo Garden classes  Bee Happy - Pumpkin Day 

 

Farmer's Market Youth  Last Sunday of the month 

 

 

Important note:  PLEASE - If you use anything other than these 2-3 letter codes the data 

will become useless!!! 


