
Automatically Add Hours: User Guide 

Auto Add Hours is an optional feature for Projects.  When Auto Hours is turned on for a 
project hours to be automatically added for each participant after the project takes place, 
with their hours tracking questions answered.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How do turn on Auto Add Hours? 

• First, turn on Auto Add Hours on the Special 

Event page.  This will allow Auto Add Hours 

to be an option for projects under that 

Special Event. 

• Next, when you create or edit a project you 

can turn on Auto Add Hours as step #1 on 

the Customize Your Listing page or you can 

select Edit Auto Add Hours in the drop down 

list under the Quick Project tool. 

• Please note: Auto Add Hours is only 

an option for Projects that are 24 

hours or less in length.  

• Once you land on the Auto Add Hours page, 

first click the check box to “turn on” Auto 

Add Hours.  Then select the number of 

hours to be added for each volunteer.  

• When these hours are tracked after the 

project, each volunteer will receive an email 

with the project details and an explanation 

that hours have been automatically added to 

their account.  A preview of this email is 

displayed on the Auto Add Hours Page. 

Hours Tracking Questions 

• When setting up the Auto Add Hours, you 

must also answer the required Hours 

Tracking questions.  The answer you select 

will be associated with the hours when they 

are added to each volunteer’s account. 

• Please note: If you cannot answer 

the hours tracking questions 

correctly it is possible that Auto Add 

Hours should not be used for this 

project.  
 

What’s next? 

• Click save and Auto Add Hours will be 

turned on for your project.  On the eve of the 

2nd day after the Project ends, hours will be 

automatically added for all participants and 

the email will be sent.  
 

Questions? Contact clientcare@volunteermatch.org 


