HOW TO LOG YOUR HOURS & SKILLS

Follow the steps below to log your volunteering hours and skills on the
Volunteering Hub.

1.Log in to your volunteering profile via the SU website

« This can be found by selecting the ‘Community’ tab, then My Volunteering
‘Volunteering Hub'. Profile

« Now select ‘My Volunteering Profile’, where you will be asked
to login.

2. Select the ‘Log hours’ button

e On your profile, select the button that
says ‘Log hours'.
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Log hours

e You will be taken to your ‘Hours Log’

3. Click ‘Add Community Project’ or ‘Add Committee Role’

Which button you select will depend on what kind of volunteering you
have done.

‘Add Committee Role’ for any time spent volunteering as part of a
committee for a Student Group/Sports club.

‘Add Community Project’ for any other kind of volunteering.

4. Input the information

o Fill in the boxes
o Select the date(s)
o Click ‘Add’




5. Click the project/role you have created

« Once you clicked ‘Add’ on the previous Community Projects
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« Click on the project/role you have

created.
« Then click ‘Log Hours’

6. Complete the fields as required >

e You can log hours for one day ata Activity deecription *
time.

o Continue to log hours for each day
that you volunteered for that specific
project/role.

7. Log your skills

» Select your project/role vourosampla

= Select Add Sidl

« Complete the fields as required

8. Your hours and skills will start appearing

Community Projects

e Any hours or skills logged for that
specific role will appear
underneath it.

Any questions? Please get in touch at unionvolunteering@leicester.ac.uk




