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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.
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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.
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Join us at Science World for an exciting evening of space exploration! Volunteers will assist visitors, facilitate interactive exhibits, and help create an engaging learning environment focused on astronomy and space science.
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Option 3: Add manual hours — open the volunteer table

Open the list

On the dashboard, select View Volunteers.
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ption 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.

< Volunteer Details

2, Search Volunteers

Phone 2026 Total Hours
604-318-7319 Al 11
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Age Range
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Emergency Name
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Emergency Contact
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No Photos Edit Hours
Mo Photos EditHours +Add
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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.

Add Volunteer Hours

Add Hours for Jimmy Sanders
Jjimmysanders272994@gmail.com

Hours Volunteered

e.g, 3.0

Date of Volunteer

Name & Description

e.g. Soup Kitchen shift
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Option 4: Approve or reject hours by email

Review the request

This is an independent option when a volunteer o bl L gl 2

submits hours and the charity approves by email. Dear Space Centre Team

Avolunteer has submitted hours for confirmation through Volunteer Corner.

Check the volunteer, date, hours, and work.

Submission Details:

Select Confirm Hours to approve or Reject Hours Volunteer: Michael Derek

to decline. Email: michaelderek12300@gmail.com
Date of Service: 15-10-2026
Hours Volunteered: 5

| helped out with the space centre event yesterday with

Work Description: the VR experience

Please confirm or reject this submission by clicking one of the buttons below:

+ Confirm Hours

X Reject Hours

If you have any questions about this request, please contact the volunteer directly at
michaelderek12300@gmail.com.

Thank you for your time and for all the wonderful work you do in our community!

Best regards,
Volunteer Comer Team



