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Logging into the Volunteer Portal
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G Sign in with Google

1. Log into the Volunteer Portal

=. Sign in with Microsoft
OR
a4 jessantos@ucanr.edu

S | eeccoccceccces ®
[0 stay signed in Forgot password?

@ or Create a New Account

© Need Help?

This is a custom system built in Oregon by Ideal-Logic



https://apps.ideal-logic.com/ucanr

Entering Stewardship Project Hours and Information

oNFatﬁrAall-gtFeg)%?c'eAs LILCH Catalog People &3 Messages %) Notes & Tasks | Admin
p—
_ pashboard | Volunteer Portal
2. Click the “Record Volunteer :

». Dominguez Rancho and NFF
Other Actions w 31) L
—=J Click to open a new registration form

Hours” Button w . Start a New Registration
me

Ja Edit Your Profile
Update your contact information

Ani 1¢
Participant N Record Volunteer Hours

Home / Click to view/submit volunteer records No unread announcements

Dismissed
New Announcement...

Annual Service Pin
Service Pin (2022 v | Add Links...

40 Volunteer Hours
26 hours complete

Recognition Level
100 Hours

100 Hours
67 hours complete




Adding Stewardship Project Record

Volunteer Records O =@M X

Welcome! Use the green buttons to add new volunteer records. Use the green Copy button to the left of a record below to copy from an existing volunteer record.

+ Add Volunteer Record

‘Search... |[Dat Categori artne More Filters...

Volunteer Hours

3. Click the “Add 71h

VO I un te (18 Re (6{0) rd ” ¥ Date Opportunity Organization Volunteer Hours Miles Traveled Actions
Mar 17, 2022 Native Gardens Living Arroyo 4h 0.00 miles  View | Edit |
Button

Feb 27,2022 Boards and Committees Ocean Education 5h 0.00 miles  View | Edit |

Feb 25, 2022 Education/Interpretation Program Cabrillo Aquarium 4h 0.00 miles  View | Edit | {fj

Feb 13, 2022 Boards and Committees Ocean Education Outreach 10h 0.00 miles  View | Edit | @
Feb 6, 2022 Boards and Committees Ocean Education Outreach 5h 0.00 miles  View | Edit |

Feb 5,2022 Translation Materials Aquarium of the Pacific 2h 0.00 miles  view | Edit |

Dec 31,2020 Legacy Dominguez Rancho Adobe Museum 20h 5.00 miles  View

Dec 31,2020 Legacy ADMIN (Global Projects) CalNat Program 17h 5.00 miles  View

Dec 31,2019 Legacy UC Riverside Palm Desert Center 10.00 miles  view
20.00 miles




Entering a New Record

/

' Volunteer Records O ® @M X

Welcome! Use the green buttons to add new volunteer records. Use the green Copy button to the left of a record below to copy from an existing volunteer record.

4. Click the “New

VOI u N te e r Re CO rd i Click a recently used organization: [Partner.. ] MoreFitters...

}» ADMIN (Global Projects) CalNat Program{y
B u tto n }» Aquarium of the Pacific
}» Cabrillo Aquarium
}» Dominguez Rancho Adobe Museum
}» Living Arroyo Organization Volunteer Hours Miles Traveled Actions

}» Ocean Education Outreach Living Arroyo 0.00 miles  View | Edit | @

}» UC Riverside Palm Desert Center
Ocean Education Outreach 0.00 miles  View | Edit | {j

Or, create a new volunteer record from scratch: - 5 2
Cabrillo Aquarium 0.00 miles  View | Edit | {fj

)» New Volunteer Record
Ocean Education Outreach 0.00 miles  View | Edit | @

You may also find an existing volunteer . :
record in your list and use the Copy button to Ocean Education Outreach 0.00 miles  View | Edit | {j

start from one that's already been'filled out; Aquarium of the Pacific 0.00 miles  View | Edit |

Dominguez Rancho Adobe Museum 5.00 miles  View
ADMIN (Global Projects) CalNat Program 5.00 miles  View
Dec 31,2019 Legacy UC Riverside Palm Desert Center 10.00 miles  View




Recording the Organization Where You Volunteered

5. Click the “All
Organizations” Button

A window will open up
with an option to select
an organization.

{, New Volunteer Record

Add a New Volunteer Record

Complete the form below and click the green Submit button at the bottom.

Organization*
Select/Add the organization where you volunteered.

A Bl DY Al Organizations

Submit Volunteer Record

(5L.’[?_]X

Participant

g Eliot Freutel
Community Education Spe:

New Record
What's Missing?

Instructions

Complete all required fields and click
the green Submit button to add this
record to your list.

Need Help?

Click the Help button above, send us
an email, or call us at (562) 646~
6767.




Recording the Organization Where You Volunteered

6. Search for the
organization where
you volunteered

New Volunteer Record

Add a New Volunteer Record
Complete the form below and click the green Submit button at the bottom.

Organization*
Select/Add the orgar“““"" e St

Select a Organization
Your Organizations Click the Select button next to your choice
Filter: Volunteer Partnel ) Empty

American River College - Los Rios CC District

American River Conservancy

Audubon Canyon Ranch: Bouverie Preserve

Audubon Canyon Ranch: Martin Griffith Preserve

Bolsa Chica Conservancy

Calaveras Big Trees Association

Camp Ocean Pines

Catalina Island Conservancy

Chico Creek Nature Center

City College of San Francisco

College of the Redwoods

Columbia College

Community Nature Connection

Cuesta College

Dominguez Rancho Adobe Museum

Effie Yeaw Nature Ctr/American River Natural History
< Add New Organization

0)|(=] [«* m X
Participant

"% Eliot Freutel
Community Education Spe:

Status

L Jow
New Record
What's Missing?

Instructions

Complete all required fields and click
the green Submit button to add this
record to your list.

Need Help?

Click the Help button above, sen
an email, or call us at (562) 646-
6767.




Select Your Organization

7. If you organization is not
listed, you can create a new
one. Click the “Add New
Organizations” Button

8. Type the name in the
pop-up window

]

New Volunteer Record

Add a New Volunteer Record
Complete the form below and click the green Submit button at the bottom.

Organization*
Select/Add ‘he orgar\iq—winn wihara van ualiindaarad

Select a Organization
Your Organizations Click the Select button next to your choice

Filter: Volunteer Partner (52) Empty (3)
| \
American River College - Los Rios CC District
American River Conservancy
Audubon Canyon Ranch: Bouverie Preserve
Audubon Canyon Ranch: Martin Griffith Preserve
Bolsa Chica Conservancy
Calaveras Big Trees Association
Camp Ocean Pines
Catalina Island Conservancy
Chico Creek Nature Center
City College of San Francisco
College of the Redwoods
Columbia College
Community Nature Connection
Cuesta College
Dominguez Rancho Adobe Museum

Effie Yeaw Nature Ctr/American River Natural History
+ Add New Organization

OlE &P x
Participant

;'\" Eliot Freutel
1 Community Education Spe:

Status

o
New Record
What's Missing?

Instructions

Complete all required fields and click
the green Submit button to add this
record to your list.

Need Help?

Click the Help button above, send us
an email, or call us at (562) 646-
6767.




Select Stewardship Project Activity

9. Click the “All
Activities”

Select one of the six
stewardship project
activities.

A window for the
specific activity will
appear.

Name of Organization

Add a New Volunteer Record
Complete the form below and click the green Submit button at the bottom.

Organization*
Select/Add the organization where you volunteered.

Name of Organization Remove
All Organizations
Activity *

Select/Add the activity in which you participated. You'll have an opportunity to provide more
details after you make your choice.

All Activities

Select  Stewardship Project (Community Resilience & Adaptation)
Select  Stewardship Project (Conservation/Restoration)

Select  Stewardship Project (Education/Interpretation)

Select Stewardship Project (Environmental & Climate Justice)
Select  Stewardship Project (Participatory Science)

Select Stewardship Project (Program Support)

‘Submit Volunteer Record

C’L"mx

Participant

Ewg Eliot Freutel
Community Education Spe:

Status

| —
New Record
What's Missing?

Instructions

Complete all required fields and click
the green Submit button to add this
record to your list.

Need Help?

Click the Help button above, send us
an email, or call us at (562) 646-
6767.




Enter the Preliminary Title and Description of Your
Stewardship Project

Stewardship Project (Education/Interpretation)

Add a New Volunteer Record

Complete the form below and click the green Submit button at the bottom.

Organization*®
Select/Add the organization where you volunteered.

Watsonville Wetlands Watch Remove

Your Organizations JUReI{ELTFZIES

10.Type in a preliminary “Project Title” and
“Description” of your stewardship project

Activity* VRl L 555k M haw unit vi
You will be able to update the Title and St he iy n Wy aricates o e sn oportyoproide
Description of your project later as needed. Stewardship Project (Education/Interpretation) femoe

All Activities

Stewardship Project Title
Please enter the title of your Stewardship project.

Description
In the box below you may find examples of activities that might occur with this volunteer
service. Please edit the description to accurately reflect your volunteer service.




Scroll Through to Complete the Record

Stewardship Project (Program Support)

Service Date*
When did you volunteer?

Date .
Jadlyyyy 1 Multiple Days ©

11. Keep scrolling and fill in all the fields —

How many hours did you spend volunteering?

Hours

Hours: Course participants will record Miles Traveled* ©
their first 8 hours* of their o
stewardship project prior the end of ,
. —— oo
thelr course. Place* record to y

What was the name of the place that you volunteered at?

County*
Select the county in which this volunteer took place

Need Helj
Volunteer Information: Select either o R Y Click the

an email, ©

Climate Stewards or California
Naturalist.

Zipcode

Enter the Zipcode of the place that you volunteered at

*Please Note: for certain courses, the number of required Yelmtee intormation
q Are you volunteering as a “California Naturalist” or as a "Climate Steward"?7*
hours may be different

() California Naturalist
O Climate Steward

More Below - Scroll Down L

Submit Volunteer Record




Scroll Through to Complete the Record

Impact

Do you have any activity impact to report?*

12. Keep scrolling and fill in all the fields

O Yes O No

Impact Report: Choose “No” unless
your project has an impact report. Pr s

Upload your stewardship project documents.

Select Files to Upload: Upload your

project file(s). For example, the Select FilestoUpioad) or |~ Drop Files Here | ©
approved prOjeCt outline or prOpOsaL Provide any URLs that link to your stewardship project.
final presentation or activity, (http:/

video/website link, etc.

More Below - Scroll Down |
*You can return to upload your SR Vot feeord
files anytime during the course




Submit Volunteer Record

13. The system is pretty smart. If you
missed a field, the green box at the bottom
will warn you that there are unanswered
questions.

Click Submit Volunteer Record.

Stewardship Project (Program Support)

Enter the Zipcode of the place that you volunteered at

Volunteer Information

Are you volunteering as a "California Naturalist” or as a "Climate Steward™?*

Calforma Naturahst
) Climate Staward

Impact
Do you have any activity impact to report?*

ves O No
Stewardship Project
Upload your stewardship project documents.

Sedect Files to Upload, of Drop Files Here 2]

Provide any URLs that link to your stewardship project
http:// Description Add

/A There are still unanswered required questions on this form. Please review the
&R) form and answer these questions before submitting.

Submit Volunteer Record

|

New Recon
What's Missi

Instructions

Complete all
the green Su
record to yot

Need Help?

Click the Helj
an email, or ¢




Fill in Missing
Information

14. Oops! If info is missing it
will be highlighted in red.
Enter the missing information
and click Submit Volunteer
Record again.

You have now added your
Stewardship Project Hours
and Information.

Categories
Program Support

Service Date*
When did you volunteer?

Date End Date

017202024 | 01/22/2024) F2 Muitiple Days ©

Volunteer Hours™
How many hours did you spend volunteenng?

10 Hours
Miles Traveled” ©

0 miles

County*
Select the county in which this volunteer took place.

California

Place*
What was the name of the place that you volunteered at?

City*
Which City was the place located?

Zipcode
More Below - Scroll Down |

Submit Volunteer Record




Adding Additional Project Hours and Updating Your
Project Information

I UNIVERSITY OF CALIFORNIA ¥y
Agriculture and Natural Resources

Volunteer Portal

15. To add additional hours, log into
the Volunteer Portal and click Record B e
Volunteer Hours

Other Actions

& Edit Your Pre
Update your col

Volunteer Records O 2

Shortcut: Use the green Copy button to the left of a record below to copy from a
existing volunteer record.

Then click Edit to the right of your
stewardship project record.

‘Search... \

| More Filters...

Volunteer Hours Miles Traveled
13h.45m || 70.00 miles

Copy WV Date Opportunity Organization Hours Traveled Acti®

Stewardship Project Peregrine ; X 4
Ci
Feb 25,2024 (Conservation/Restoration) Team 6.00miles “View| Edit| ]

Volunteer




Enter Stewardship Project Title and Additional Hours

16. Scroll through and update K Stewardship Project (Conservation/Restoratior

“Stewardship Project Title” and )

N Stewardship Project (Conservation/Restoration) Remove
“Description” as needed. —

Stewardship Project Title
Please enter the title of your Stewardship project.

update titles

Description

In the box below you may find examples of activities that might occur with this volunte
service. Please edit the description to accurately reflect your volunteer service.

update description




Final Step for Adding Additional Hours

: Stewardship Project (Conservation/Restorati

Upload your stewardship project documents.

Select Files to Upload, or = Drop Files Here | @
Provide any URLs that link to your stewardship project.

17. Scroll down to upload hip#i  [Deseripon | dd
your stewardship project
documents and/or

o
add additional hours e

WV Date Description Volunteer Hours Actio
Feb 26, 2024 2h @

Click the Submit Volunteer Record button below
to submit your completed Volunteer Record.

Whgn finished, click Done
Editing



Good Job!

Make sure you submitted your required project hours and upload all project
information before the last day of class.

If you encounter any issues, your UC Environmental Stewards staff contact
can help or you can check out this and this

For entering volunteer hours after becoming certified, see:

C ALIFORNIA CLIMATE

fd UNIVERSITY OF CALIFORNIA
%* Agriculture and Natural Resources Environmental Stewards
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https://youtu.be/w5Eawso-r64
https://calnat.ucanr.edu/Resources/VP_Help/
https://drive.google.com/file/d/1bFUDvBIfTY3hvwkO6nPCY_vpT7XQ_Y7l/view?usp=sharing
https://drive.google.com/file/d/1bFUDvBIfTY3hvwkO6nPCY_vpT7XQ_Y7l/view?usp=sharing

