
UC Environmental Stewards

Logging Your Stewardship Projects Hours and 
Information to the Volunteer Portal



1. Log into the Volunteer Portal 
https://apps.ideal-logic.com/ucanr

Logging into the Volunteer Portal

https://apps.ideal-logic.com/ucanr


Entering Stewardship Project Hours and Information

2. Click the “Record Volunteer 
Hours” Button



3. Click the “Add 
Volunteer Record” 
Button

Adding Stewardship Project Record



4. Click the “New 
Volunteer Record” 
Button

Entering a New Record



5. Click the “All 
Organizations” Button

A window will open up 
with an option to select 
an organization.

Recording the Organization Where You Volunteered



6. Search for the 
organization where 
you volunteered 

Recording the Organization Where You Volunteered



7. If you organization is not 
listed, you can create a new 
one. Click the “Add New 
Organizations” Button

Select Your Organization

8. Type the name in the 
pop-up window



9. Click the “All 
Activities” 

Select one of the six 
stewardship project 
activities.

A window for the 
specific activity will 
appear.

Select Stewardship Project Activity



10.Type in a preliminary “Project Title” and 
“Description” of your stewardship project
You will be able to update the Title and 
Description of your project later as needed.

 

Enter the Preliminary Title and Description of Your 
Stewardship Project



11. Keep scrolling and fill in all the fields

Hours: Course participants will record 
their first 8 hours* of their 
stewardship project prior the end of 
their course.

Volunteer Information: Select either 
Climate Stewards or California 
Naturalist.

*Please Note: for certain courses, the number of required 
hours may be different

Scroll Through to Complete the Record



12. Keep scrolling and fill in all the fields

Impact Report: Choose “No” unless 
your project has an impact report.

Select Files to Upload: Upload your 
project file(s). For example, the 
approved project outline or proposal, 
final presentation or activity, 
video/website link, etc.

*You can return to upload your 
files anytime during the course 

Scroll Through to Complete the Record



Submit Volunteer Record

13. The system is pretty smart.  If you 
missed a field, the green box at the bottom 
will warn you that there are unanswered 
questions.

Click Submit Volunteer Record.



14. Oops! If info is missing it 
will be highlighted in red. 
Enter the missing information 
and click Submit Volunteer 
Record again.

You have now added your 
Stewardship Project Hours 
and Information.

Fill in Missing 
Information 



Adding Additional Project Hours and Updating Your 
Project Information

15.  To add additional hours, log into 
the Volunteer Portal and click Record 
Volunteer Hours 

Then click Edit to the right of your 
stewardship project record. 



Enter Stewardship Project Title and Additional Hours

16. Scroll through and update 
“Stewardship Project Title” and 
“Description” as needed.



Final Step for Adding Additional Hours

17. Scroll down to upload 
your stewardship project 
documents and/or 
add additional hours

When finished, click Done 
Editing   



Make sure you submitted your required project hours and upload all project 
information before the last day of class. 

If you encounter any issues, your UC Environmental Stewards staff contact 
can help or you can check out this video and this helpful how-to.

For entering volunteer hours after becoming certified, see: Logging 
Volunteer Hours as a Certified California Naturalist or Climate Steward

https://youtu.be/w5Eawso-r64
https://calnat.ucanr.edu/Resources/VP_Help/
https://drive.google.com/file/d/1bFUDvBIfTY3hvwkO6nPCY_vpT7XQ_Y7l/view?usp=sharing
https://drive.google.com/file/d/1bFUDvBIfTY3hvwkO6nPCY_vpT7XQ_Y7l/view?usp=sharing

