
Please follow the step-by-step instructions for setting up 
your volunteering tracking account and entering your  
volunteer hours.  Setting up your account takes an initial 5 
minutes, while entering your volunteer hours only takes 
about 30 seconds per event.  Set it up today and then come 
back about once a month and enter in any volunteer hours; 
including YPC meetings or YPC events or any volunteering 
you do on your own like Big Brothers Big Sisters, United 
Way, Habitat for Humanity or any others. 

Follow the instructions below to set up your account. 
 
Visit www.volunteerwv.org 
 
Select “Create an Account” 



Select the “Create Account” button under Volunteers 

Complete your Volunteer Profile by entering your information 

Make sure to 
complete all  
sections with an  
asterisk ( * ) 



Continue to enter 
your profile  
information until  
all * sections are 
complete 

Make sure to 
mark “Cabell” as 
the County  
where you like to 
volunteer 



Take the brief 
volunteer survey 

Select  
“Volunteer Menu” 

Select “Add/Edit my 
Affiliation” and then 
Continue 



Back at the  
Volunteer Menu, 
now select “Record  
my Volunteer 
Hours” and then 
Continue 

Select 
“Huntington  
Regional  
Chamber of  
Commerce - 
Young  
Professionals 
Committee” 

Select “Yes” to  
allow the  
Chamber to view 
your volunteer 
hours 
 
Select “Save  
Affiliation” 



To track your volunteer hours, 
fill out the proper information.  
If the organization you  
volunteered for is not listed 
under Partner, select 
“Organization not listed” and 
enter the name, like “HRCC” 
or “YPC” in the Other Organi-
zation box. 
(You should list ALL volunteer 
hours accumulated, including 
organizations not listed)  
 
Enter the type of event under 
Other Opportunity Title, such 
as “YPC Meeting” or 
“Networking Subcommittee 
Meeting” 
 
You may put a brief  
explanation in the box in  
section 2 
 
 
 
 
 
Make sure to mark the  
Location (Cabell, Wayne, etc.) 
 
Enter the date in the 01/01/01 
format 
 
Enter hours in the 1.00 or 
1.25 format 
 
Enter 1 for the days to record 
 
Select “Save Information” 



You may select  
“View my  
Volunteer Hours” 
to see a listing of 
all reported hours 

The Chamber will have access to this information at any time, so there is no need 
to print any reports unless you would like to do so for your own personal record 
keeping. 
 
Visit and log your volunteer hours as often as you would like, but make sure to do 
it on a regular basis so that you do not forget. 
 
Thank you very much. 

When you come 
back to  
volunteerwv.org 
to enter in  
additional hours, 
enter your  
username and 
password first, 
then follow all 
previous  
instructions 


