
SVT Steward Volunteer Web Site Log 

Instructions for using our on-line volunteer reporting. 

Updated 12/3/13 by B. Gula 

 

1. Go to our web site:  www.svtweb.org. 

 

2. Hover your mouse over “What We Do” and then click “Stewardship” in the drop down options. 

 

 
 

 

 

3. On the Stewardship page, you will see a green “Steward Volunteer Log” button in the upper right corner.  

Click on that. 

 

 

 

 

http://www.svtweb.org/


4. This brings you to a LOG-IN SCREEN.  (Also available to bookmark directly at 

http://sudburyvalleytrustees.org/steward-volunteer-log) 

 

 

• IF THIS IS YOUR FIRST TIME, you will need to register.   

Click on “Sign Up now.” 

You will be asked to enter a Username and Password, plus basic contact information.   

Please make a note of which stewardship activities you are involved with and if there are 

specific properties that you will be monitoring. 

 

Once that has been submitted, wait to receive a confirmation email from SVT.  Then you will be 

able to Sign On at any time to log in your report. 

 

•   IF YOU ARE A REGISTERED USER,  click on “Sign On.” 

a) Enter your User Name and Password, click “O.K.” 

(If you forgot your User Name or Password, click “Remind,” then enter your email address and you 

will be sent that information.) 

 

b) This brings you to the home page of the Volunteer Network. 

Click on “Activity Logs.” 

 
 

REGISTER SIGN ON 

http://sudburyvalleytrustees.org/steward-volunteer-log


c) This will bring you to the Log Page, showing the most recent volunteer report entries.  From here 

you can view reports by reservation and/or by time frame.   

 

d) You can enter your report(s) by clicking on ADD and then entering the corresponding information.   

 

 
 

 

How-To Enter a Stewardship Log 

 

1. On the Activity Log screen, click the “ADD” button next to the Reservation Drop-Down menu. Then 

SELECT the Reservation at which you volunteered from the Drop-Down menu.   

If you were conducting work on an SVT property, please make sure to select the appropriate reservation.  

 

IF the task that you performed was not associated with a particular reservation, then you can select 

“General Stewardship.” 

 

 

SELECT 



 

2. Enter date, start time, and hours worked.   

***Please be careful to follow the required syntax; otherwise the system will reject your entry or it will 

not download to our database*** 

 Dates must be entered with 2 digits each for month and day, and 4 digits for the year. 

 Please be sure to use only real numbers in the entries for your time. 

 
3. Enter the number of visitors observed according to the categories provided (use real numbers). 

 

4. SELECT the Activity Type of what you did.  Please do not leave this blank. 

 

If you are a Preserve Steward assigned to a particular reservation, then you will usually be selecting 

“Property Monitoring,” unless you did a substantial amount of one of the more specific activities.  For 

example, as a Preserve Steward, you regularly walk the trails and pick up occasional trash and branches.  

I would code that as ‘Property Monitoring.”  However, if you had to do substantial trail work, using 

tools, due to a new trail reroute or need for major trail clearing then you would code that as “Trail 

Work.”  Likewise, if you spent focused time picking up trash along the road boundary of the reservation, 

I would code that as “Trash Pickup.” 

 

If you do office work or computer work, code that as “General.” 

If you are not sure, ask an SVT staff person. 

 

For Desert Natural Area (DNA) Invasive Plant Control (activity type), please use “Memorial Forest” 

as the reservation even if you did not conduct the work on the SVT property.   

 

If you work on a group project with a stewardship staff member, they will enter all volunteer hours as a 

group project and you do not need to enter your time for that activity. 

 

5. Fill in Problems, Work Done, Sighting Details, Comments, as appropriate. 

 Syntax: Avoid single and double quotation marks, ‘  and “ . Write <a 10 inch diameter tree> 

NOT <a 10” diameter tree> 

 PROBLEMS field should include only issues that you could not solve yourself and require 

the attention of an SVT staff member. If you saw a problem and took care of it, put these 

details under “Work Done.” 

 
 Sighting Details refers to any nature sightings. 



6. Click SAVE. 

 
 

If you need to edit your report after submission, pull up the report to view on the Activity Log page. Click on 

the reservation name for your individual report in the “What/Who” column. This will open up the reporting 

page where you can make edits and re-SAVE. 

 

 
 

Thank you being a part of our Stewardship Volunteer Team! 


