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Introduction
Your Volunteering is a portal allowing you to log your volunteering hours on Students’
Association and Athletic Union projects, and achieve awards for your hours, some of which
appear on your university transcript. More information on the awards available to you can
be found within the portal. The portal is also mobile-friendly, so you can log your hours on
the go.

Accessing the portal
To access the volunteering portal, go to

https://volunteering.yourunion.net/volunteering/
in your browser. This will take you to the portal logon page.

Here you can either log on using the details you already have, or sign up as a new user if
you don’t currently have an account. You must sign up with your University email address.
Note: The system can also provide access via Single Sign On (SSO). If this option is
available to you, the system will give you an option to access it on the login page.
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The volunteering portal
Once you’re logged in, you’ll see your volunteering portal.

Your portal shows you the projects on which you volunteer, an overview of the hours you
have logged, and a list of your awards and their status.

Your projects
The projects on which you volunteer are listed on your portal.

You can find information about a project, including contact details, by clicking the “Info”
button next to a project. The status shown can be one of four options:



Pending – you’ve been added to the project but are not yet active on it and so
cannot log hours
Active – you’re active on the project and can log hours on it
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Removed – you were once pending or active on the project but have been
removed. You can no longer log hours, but any hours you’ve already logged
remain intact
Project pending approval – you’ve been added to the project, but because it’s a
new project it hasn’t yet been approved by an admin and so you can’t log hours on
it yet

Note: You can’t add yourself to a project, so if you think you should be on one and don’t
see it listed, you should contact the person responsible for that project.

Your log
On the portal, one of the main things you will need to do to gain awards is log your
volunteering hours. These can then be approved by project leaders and count
cumulatively towards your awards. You can access your log from any screen by choosing
“Your log” from the menu bar. You can also access it from the “Your log” section of the
portal, which shows your total hours logged, by choosing “View your log”:

Once you’ve chosen one of these options, you’ll be presented with your log, which you
can then sort by date or by project:
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Adding hours to your log
To add hours to your log, either click the “New log entry” button on your log overview (“+”
on mobiles), or choose “Add hours to your log” from the Quick links on your portal. You’ll
be taken to this form:

Fill out the details required, including any notes which you feel are relevant (e.g.
describing what you did, where you went). These notes appear to project managers when
they are approving your hours as well as on your Volunteering log. When you’re done,
click “Add log entry”. The entry is then submitted for approval.
Note: Only approved hours count towards any awards.

Viewing log entries
To view a log entry, click “View” next to the relevant line. You will be presented with an
overview of that entry:
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From this screen you can see exactly how much volunteering you did, and any notes you
provided. You can also see if this log entry has been approved.
Note: Only approved hours count towards any awards.

Downloading your log
You also have the option to download a PDF record of your log entries, grouped either by
project or by date. This can serve as evidence of your volunteering should you need this at
a later date. To download a PDF of your hours, select the type of PDF you wish from the
options on your log overview:

A PDF will then download, an example of which is shown below:

Your awards
The other important part of your volunteering is the awards you can gain by logging
hours. These are automatically added once you’ve had enough hours approved, and are
then approved by one of the Sabbatical team at the Union.

Viewing the awards available to achieve
You can view a list of awards available to you at any time, either by selecting “Find out
more about available awards” in the Your awards section of the portal, or by clicking
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“What awards can I get?” (“?” on mobiles) at the top of your awards overview page. This
will provide you with an up-to-date list of all the awards available, and what they take to
achieve.

Viewing an award
Once an award has been added to your account, you will see it in the “Your awards”
section of your portal:

If an award is shown as “Achieved!” then it has been approved by the Union; otherwise,
your award may still be awaiting approval by one of the Sabbs. You can view the details of
an award at any time by clicking “View” next to an award. This will show you the award
details:

Note: The award types and hours required shown here may not correspond to the actual
awards available.
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Writing a reflective piece
Some awards require you to write a reflective piece of writing about your volunteering
before you can achieve the award. If this is the case, it will be marked as “Awaiting
reflective piece” in the list:

To write a reflective piece, click the “Write required reflective piece” button. This will take
you to the reflective piece editor, as shown:

Enter your reflective piece in the box, and click “Save” when you’re done. You can also edit
your reflective piece as much as you like up until the award is approved by clicking “View”
next to the award and then choosing “Write reflective piece”. Reflective pieces can also be
written for awards that don’t require them, if you wish to do so.
Note: Your reflective piece can be formatted using a language called Markdown. A quick
guide to this is available here: http://daringfireball.net/projects/markdown/basics.
We’re sorry, but you’re not able to upload a Word document or use HTML
formatting in your reflective piece.

Downloading your certificate
Once an award has been approved, you can then download your certificate, by clicking
“View” next to the award and then choosing “Get certificate”. This will then provide you
with a PDF certificate which you can then print out.
Note: The system administrator has the ability to disable certificate downloads. If this is
the case, you’ll not be able to get your certificates as described above.
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