
HOW TO:
View & Report Your

Volunteer Hours



On your volunteer portal account,
hover over your initials/photo in the

top right corner, and click "Track
Hours"

volunteer.cwfphilly.org



On your "Hours" page, you will see the total hours
served, and a list of the specific shifts worked within a

given date range.



To add hours, scroll down on the “Hours” page to
be brought to the adding hours section.

Select specific shifts
you previously

signed up for from
the dropdown

menus

Click “yes” if the hours you are entering are
related to a shift you registered for on the portal.*

*Forgot to register for a shift you worked? ->

The hours and date worked will
automatically update based on the

length of the shift you selected. Worked
more or less than the length of the shift?

You can change the “Hours Worked”
manually.

Don’t forget to click submit!



*Forgot to register for a shift you worked?

Select “No”

Type in the name of the
tax site and the name of

the Site Manager you
worked with who can

verify your hours. Don’t
worry about the email

address.

Select the date you worked and enter
the hours you worked.

Don’t forget to click submit!



The hours will then be shown on your
account as Pending. Please wait 24-48 hours

for approval by our Volunteer Department.



Questions? Contact
taxvolunteer@cwfphilly.org.

Thanks for volunteering with us!


