Web Assistant Tutorial

Log in on our site at www.umsl.edu/services/volunteer by clicking the link (" Fostbou Jto
enter hours. Your username is your first and last name without a space. It doesn't matter if
you use capital letters or not.

The first time you login, use the temporary password provided by the Volunteer Services office.
Then, you must pick a new password. After you logout and log back in with your new password
you can enter your hours. Just pick the correct job off the list if you have more than one
placement.

Below is a sample site to show how easy it is to enter your volunteer hours online.
Go to Your Volunteer Organization's Site

Open your Web browser (Internet Explorer is one example of a browser) and enter in
www.umsl.edu/services/volunteer

Login to Enter Hours

Click the button to Enter Hours.
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Your username is usually your first and last name without a space, e.g., MarySmith
It doesn't matter if you use capital letters or not.

The first time you login, use the temporary password given to you by the
Volunteer Services office.

The password will be masked by asterisks.

Volunteer Center i :'-

HD'

Coemmunity Velunteer Center

Enter Hour

The first time you login,
use the temporary password

Instructions: given to you by the
Erter your Lzer Name and Pazsword | Volunteer coordinator. on

usernisme: lary Smith
A "'|" /"’/
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It wou do not knowy yaur username: ar |

You must pick and enter a new password.

Change Your Password

You are logged in as; Smith, Mary.
Thats witme.

You must change your Pazsword since you logged in using the default password.

Current User Mame: MarySmith Leave the
username hlank.

Type a new
password.

currert Passyword, volumteer ///
Mew Passweord (0123456789

Mewy Uzer Mame:




After confirming your new password, click Log Out.

e Back on the Volunteer Services home page, click the button to enter your hours.

e From now on, this will be your routine.

Change Your Password

Your newy User Name: MarySmith
Your newy passwaord, 0123456789

Don't forget to record your newy User Name and Pazssward.

e Log back in with your User Name and new password.
e Click OK
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COMMUNITY VOLURTEER CENTER

Enter Hours You Have Served

If you do not knowy your username or passyword, please contact us.

Instructions:
Enter your User Mame and Password into the form below, then click the Ok button.

U=zer Mame: |MamSmith




e Pick the correct job off the list if you have more than one placement.
e Click OK.

Enter Hours You Have Served

You are logged in az: Smith, Mary.
Thats wotme.

If you have served hours at a different job not listed below | please contact us.
Y ou can add hours consecutively for muttiple jobs.
You can't add hours for jobs if you have no placements.

Instructions: Select the proper
Pleaze selact from the list below the job for which vou wishty  job from your list

of placements.

| wwizh 1o repart hours zerved for this Joh:

Suzzex Peace Meal, Suzser Peace Meal

Click the 'OK' button below to proceed to the next step and erter vour hours served.




e The Hours entry screen lets you simply fill in the date and hours served.

Enter Hours Served

Yo are logged in s Smiith, Mary.
Thats sctme.

Thanks for entering ywour hours.,

Instructions: Please complete the form below to submit your hours . Enter the month and hours served.
If wou have any comments regarding your report, wou may alzo enter a text message to us.

Click the arrow
to open the list
of numbers of
hours.
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| am ertering hours served fol
Sussex Senior Litizens, Suss

The hours were served in:

T G MHgurs | 0[] Mirutes

In this month | served:

Car mileage: ‘ID o
Did you drive for this job? %

Bus cost: |4
5

wan cost: | B

Winuld you like to receive reimba 2 br these tems? |:|

3
10
13
14 cli
15 ick the number
1E orarrow down
17 on your keyhoard
18 | andpressenter
13 to select a number.

Click the O button to submit wour hours.

Chance “our Passwaord

¢ C(Click OK and you are done.
e You may then click the link to enter hours for another Job.

e Log out.

Hours Saved

“our hours have been saved. Thank you.
Sussex Denior Citizenz, Sussex Seniors, 13 hours, 30 minutes.

Click here to enter hours for ancther Jok,

Home | Ll:ugg:Clut | Change Your Password




*Problems? Troubleshooting Tips
A few unusual circumstances could prevent you from being able to log in:

1. Duplicate Names: In a very few instances, where there are identical first and last
names, like John Smith, the second instance of that name will have the number 1
added to it. In some instances of duplicate names the automatic assignment
becomes the first name, middle initial and last name all in one username without
spaces, e.g., JohnCSmith if the name on record has a middle initial. If you have
trouble with your user name, contact the Volunteer Services office.

2. No Job Placement: You will not be able to login to enter hours or send a message
until you have a placement. If your placement has not yet been posted to your
account, contact the Volunteer Services office.

3. Cookies: You must have cookies enabled in your browser (i.e., Internet Explorer or
Firefox).

If you have any problems, contact the Volunteer Services office.



