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Volunteers sign up for a specific start time and end time for an opportunity.  After an opportunity 
occurs, you must verify that your volunteers have attended the event.  If they arrived later, 
ended early, or their hours served change in some way, you must accurately record the 
changes. 
 

1.​ Log into your organization’s account at hoc.voluntariospuertorico.com .​

 
2.​ View your partner portal.  On the left hand side, click “Report Attendance.”​

 

https://hoc.voluntariospuertorico.com


 

3.​ All volunteer hours served for completed opportunities will appear in the panel.  View the 
volunteer’s reported start and end time for an event.​

 
4.​ Verify hours 

a.​ If the hours are correct for a volunteer: 
i.​ Click the check mark box to the left of the “green” opportunity.  Only 

entries that have a check mark next to them will have changes saved.​

 
ii.​ Click “Mark as Attended.”​

 
iii.​ Click Yes. 



 

b.​ If the hours are correct for all listed volunteers: 
i.​ Click the check mark box next to the heading “Volunteer Opportunity.” 

This will select all volunteers listed.​

 
ii.​ Click “Mark as Attended.” 
iii.​ Click Yes. 

c.​ If a volunteer did not attend an opportunity: 
i.​ Click the check mark box to the left of the “green” opportunity.  Only 

entries that have a check mark next to them will have changes saved.​

 



 

ii.​ Click “Mark as Not Attended.”​

 
iii.​ Click Yes 

d.​ If a volunteer’s hours are different than those listed: 
i.​ Hover your mouse near the “Start time” or “End time.” 
ii.​ Click on the green square to edit​

 



 

iii.​ Enter in the new time​

 
iv.​ Click the check mark box next to the volunteer.  Click “Save Changes.”​

 
v.​ Note: An opportunity is listed to begin and end at a set time and date.  

You cannot edit a volunteer’s hours to begin before the official opportunity 
start time, or end after the official opportunity end time.  If a volunteer 
serves hours that start before the set opportunity time, or end after the set 
opportunity time, you can “add” the volunteer as a connection and update 
their hours that way.   

1.​ View the specific opportunity you wish to update hours for 
2.​ If the volunteer is not a connection yet: Under the “Connections” 

section, choose “Add Connection.” Choose the contact’s name, 
the specific occurence that they attended, choose “Attended,” then 
input the total number of hours they served.​



 

​

​

 
3.​ If the volunteer is listed as a connection, choose “Edit” next to their 

name and input the hours that way​

 



 

5.​ If a volunteer enters hours under “Self-Reported Volunteer Hours,” follow step 4 as 
necessary​

 
6.​ You can also report hours by going into the volunteer opportunity, viewing your 

connections, and following step 4.​

​



 

​

 
7.​ If you wish to report hours for an event in the past that you did not create an opportunity 

for on HandsOn Connect, see the document How to: Reporting Attendance for 
Undocumented Opportunities . 

https://docs.google.com/document/d/13b4ZTVVmX2askbSUBbQaiKXIeiTB44T1DhziyhApCbY/edit?usp=sharing
https://docs.google.com/document/d/13b4ZTVVmX2askbSUBbQaiKXIeiTB44T1DhziyhApCbY/edit?usp=sharing

