
Option 1: Confirm attendance from the dashboard

Pending Attendance

When a volunteer has signed up and the event time has passed, Pending Attendance appears on the left of the dashboard. Select the 

checkmark next to the volunteer to confirm attendance.



Option 2: Confirm from the event screen

Confirm the volunteer

Open the event and scroll to the role. Expand View Volunteers, then click Confirm beside the volunteer.



Option 3: Add manual hours — open the volunteer table

Open the list

On the dashboard, select View Volunteers.



Option 3: Add manual hours — start an entry

Add manual hours

Scroll the volunteer table to the right. Under Manual Hours, click + Add for the volunteer.



Option 3: Add manual hours — save the entry

Save the entry

Enter the hours, service date and work description, then click Save Hours. Charity-added hours are accepted immediately; no separate 

approval is needed.



Option 4: Approve or reject hours by email

Review the request

This is an independent option when a volunteer 

submits hours and the charity approves by email.

Check the volunteer, date, hours, and work.

Select Confirm Hours to approve or Reject Hours 

to decline.


