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I. INTRODUCTION 
 

Thank you for the work you do as a PSI Volunteer.  You are the vital link for families on their 

road to recovery, whether you provide support and information by phone, email, chat, in a group, or at 

a meeting. We have created an online activity log system so that we can have a true record of all of the 

valuable support and networking PSI provides.  

Please do call or email Wendy Davis if you have any questions at all.  The system is designed so 

that you can simply and quickly enter your activities as you complete them.  You might find that entering 

data as you go is the most accurate and easiest way, as it ensures the accuracy of the data, and helps 

you remember whether you have already entered an activity. We have linked the volunteer log site onto 

the bottom menu bar of the website so that it will be easy to find whenever you need it.  

The data recorded by PSI volunteers will go right to a single database so that we will easily be 

able to track and summarize all of the valuable services we provide to families and providers.  This 

information is invaluable to all of us as an organization, and provides the vital statistics we need to share 

with potential funders, members, and researchers.   

The log website is set up to simply walk you through entering data. This manual describes how 

to use the website, gives information about coding activities and hopefully answers any questions you 

might have. If you need help with any of it, please e-mail to Wendy Davis at wdavis@postpartum.net.  A 

link to the email address is provided on the website or phone Wendy at (503)246-0941 or (503)277-

3925(Pacific Time). 

II.  LOGGING YOUR ACTIVITIES AND HOURS 

 A help link is posted on each page of the website.  If you have any questions, please 
 click the link to submit an e-mail to Wendy Davis.   

 2.1 Signing into the Web-Based Log 
 

You will be able to access the web-based activity log by going to the main website and signing in 
using your username and a self-assigned password. For coordinators, your username is your first 
initial followed by your last name (for example, wdavis). For Warmline Volunteers, your 
username is WL followed by your last name (for example, WLDavis). If you volunteer as both a 
coordinator and a warmline volunteer, please log-in with the user name for that position. This 
will help us keep the warmline hours in a distinct field for reporting. 
   
When signing in for the first time, you will be instructed to enter your User ID and leave the 

password field blank.  You will then be asked to choose a password.  You will use your username 

and the new password at each subsequent login.  Enter your username and password, and then 

click “Submit.”  If you lose your password, email wdavis@postpartum.net and you will be given  

   an opportunity to create a new one. 
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When you first log in, the top of the page should show Welcome you by name, and you should be able to see your 

personal information, including your name, your office and your email address.  If your personal information is incorrect, 

please email wdavis@postpartum.net  so it can be corrected. 

You can also click on a link that will take you to your personal statistics.  That will show you your logged records and is 

a great way to track your own hours over time. You can also use it to confirm whether or not you’ve previously 

entered specific data. THIS IS AN EXCITING PART OF OUR LOG SYSTEM, IT EVEN HAS GRAPHS, JUST FOR YOU! 

2.2 Recording Your Activities 
 

The following directions take you through how to input your information directly into the web-

based Log.  

The website has been designed to minimize the use of your mouse.  Once you are in any cell, the 

tab key will bring you to the next cell. We have also included the following shortcut keys: 

 Internet Explorer Mozilla Firefox 

Add a Row Alt + A Shift + Alt + A 

Update Log Alt + U Shift + Alt + U 

 

If the cursor is in either the Disposition field or the Comments field, you can add another row by 

pressing the “Enter” key.  

Date 

To enter the date, click inside the box above the activity recording area entitled “Select a Date” 

in the upper left of your screen.  A dropdown calendar will appear.  Choose the date you will be entering 

from the calendar.  If you simply enter a date when you first sign in, a fresh activity log will appear for 

you to enter your first task. Information that you have recorded from previous dates will be saved. 

Start and Stop Time Columns   

When using the web-based Log, you will have two options for entering your start and stop time.   

The first option is to enter the time manually by keying in the correct times.  To use this option, 

click inside the box where time is entered (each day will automatically start at 08:00) and enter the start 

or stop times by keying in the numbers in any format you choose (e.g., 1:03, 103, 1:03p, 13:03, 1303, 

etc).  Your time will be interpreted in 24-hour format (13:03).   To force a specific time (a.m. or p.m.), 

type either “a” or “p” after your entry. 

Click here 

mailto:wdavis@postpartum.net


 

3 | P a g e  
 

Alternatively, if you are entering your web-based time contemporaneously, you may wish to use 

the real time option.  To do this, double click on the Start time or Stop time box, and the current time 

will be inserted.  

 

 

 

 

 

Category Column 

All of these fields feature pull-down menus from which you will choose the appropriate options.   

ENTER CATEGORY: This dropdown menu contains all of the category codes. Scroll down the 

drop down menu to select the appropriate category of the task you spent time on. 

ENHANCER: We have added three enhancer codes, for the following: if the contact was a man, if 

the contact required emergency services, or if it involved PR/media. Please use the ER code only for 

cases in which you referred the contact to emergency services.  

IS FIRST CONTACT? Check this box if this is your first contact with the person or group. This box 

collects the very important data regarding how many people we serve.  

Activity Column 
This column contains dropdown menus.  Only one activity can be recorded per row.   

 
Disposition Column 

This section gives you a place to record what resources you gave, if you need to follow up, or if 
you are waiting for the person to reply to you.  We also have provided an area for you to record any 
notes that you may want to associate with the timesheet entry.  You can enter any identifying 
information you want on the log, as the whole website is confidential and secure. 

 

Additional Guidelines for Recording Activities 

 Each new activity should be recorded on a new row.  To add a new row, click the “Add Row” 

icon.  Alternatively, you can press “Alt+A” on your keyboard if using Internet Explorer or 

“Shift+Alt+A” if you are using Mozilla Firefox. 

 If you have made a mistake and need to delete a row, click on the “x” button found to the left of 

the Start Time and Stop Time columns as illustrated below. 

Double Click 

Here to Enter 

Current Time 
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 Clicking the “Update and Log Out” icon will return you to the main page of the log website.  

Please remember to log out at the end of each activity-recording session.  The only actions that 

will result in a failure to update the sheet are closing your browser window or typing a new URL 

into the address bar.  To ensure that your information is updated prior to navigating away from 

the website, you may click the “Update” icon, the “Update and Log Out” icon, or press either Alt 

+ U (in Internet Explorer) or Shift + Alt + U (in Mozilla Firefox) on your keyboard. 

 Using any of the above options will automatically update all changes you have made to any of 

the entries. 

 The website will be able to recognize many errors that you have made in entering your time.  

These errors include not entering mandatory fields, time overlaps, and time gaps.  If you have 

any errors, the timekeeping page will indicate which errors must be addressed.  Errors will be 

listed in red in the first column of the timesheet after each update.  Errors from other 

timesheets will be listed at the top of the page.  To correct these errors, click the link to the date 

and time on the listed error. 

 If you are having trouble entering information into the website, try clicking on the “Show Hints” 

icon.  Helpful hints will appear above the columns; these hints help solve some of the most 

common data input problems. 

 

 

 

THANK YOU! GRACIAS! 

Thank you for volunteering and for taking the time to record your valuable 

service. If you need these instructions translated, or if you would just like 

to call and have me verbally walk you through using the website, please 

don’t hesitate to ask. This simple log-in log system is going to vastly 

improve our record-keeping and ability to represent the essential work that 

PSI volunteers are providing every day. wdavis@postpartum.net or 503-

246-0941  

Click here to 

delete row. 
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