
                                                Volunteer Induction – Website and Reporting 
 

 

Your online profile 

Your online profile contains information pertaining to you and your volunteer role/s. You should 
keep your details up to date. 

Logging into your profile is easy. However, if you are not sure how, or it is your first time, then visit 
the Website Help page at www.bibbulmuntrack.org.au/contact/website-help/. 

Once you have logged in, click on My Account which appears in the black bar at the top of the page 
to access your profile. This will display your account dashboard as pictured below. Among other 
things, it gives you a summary of your interaction with the Foundation, including your membership 
details if you are a member, your volunteer role details and details about your end-to-end walk if 
you have done one and registered it. 

 

 
Your account dashboard 

 

 

 

 

 



To view or change your contact details, click on Edit Profile. Click Submit once you are done. All the 
fields with a red asterisk must be completed… 

 
Your contact details 

 

 

You can also check your Volunteer Profile, which will give you more detailed information about your 
volunteer status and maintenance section. To find it, click on More Options, then Volunteer. Note 
that you can only view these details. Any changes need to be made by the Volunteer Manager. 



 
Your Volunteer Profile 

You can click on Map to show the start and end points of your maintenance section in Google Maps. 

 

Once you are logged into our website, you can submit your volunteer hours, lodge Track and 
campsite reports, identify your hours tally, and volunteer rewards... 



How to record and submit volunteer hours 

All your time spent volunteering for the Foundation must be recorded. 

• We are required to submit your hours to the Department for insurance purposes. If you have 
no hours against your name for 3 consecutive years, your volunteer registration (and 
insurance) automatically lapses. 

• Your lodgement allows us to record how many hours are being spent maintaining the Track. 

• These statistics helps us attract funds and resources when we show how much volunteer 
effort is required to keep the Track open for walkers. 

• We and PaWS both reward our volunteers based on volunteer hours accrued. 

Record your volunteer time contributions from the time you leave home until your return, providing 
all that time is spent volunteering for the Foundation. This can include travel, overnight, and all 
personal time if an overnight stay is required to complete your work. If you use a portion of the time 
for other reasons, then you will need to exclude those hours. 

Round your time contributions up to the nearest 30 minutes. Submit your hours online immediately 
after each volunteer session.  

To record your hours: 

1. Log into your profile on our website. If you are not sure how, or it is your first time, then visit 
the Website Help page at www.bibbulmuntrack.org.au/contact/website-help/. 

2. Once you have logged in, click on Volunteer Website which appears in the black bar at the 
top of the page. The Timesheet page will then open. 

 

 
Your timesheet 



3. The Task field automatically defaults to Maintenance. If necessary, you can select an 
alternative (as instructed by your supervisor) from the drop-down list. 

4. You enter your Start Date and End Date manually (use DD/MM/YYYY format), or you can 
click on the calendar icon and click through. 

5. To enter your Start Time and End Time use the clock icon and select the appropriate time. 

6. Tick the box to verify that your hours are true and accurate and then click Register My Time. 

7. These hours are then verified by the Foundation before being added to your Hours Tally. 

8. If you have made an error, you can edit the times by clicking on the latest entry (provided 
the status is still showing as Submitted) which appears below under History. A new window 
will open and you can change the date or time fields then click Save. Alternatively, you can 
Delete the entire record or Cancel your attempt to make the change. If you have any 
problems with modifying your entry, then email the Volunteer Manager immediately with 
details of the error. 

From this page you can also view your Rewards and Hours Tally. Simply close the browser window 
when you are finished. 

You can also view the Recognition for Volunteers on our website at 
www.bibbulmuntrack.org.au/get-involved/volunteer-with-us/training-and-recognition/. 

Maintenance volunteers, read on for the process of lodging your Track or campsite reports… 

 
  



How to lodge a Track or campsite report 

We require a report each time you visit your section (and campsite, if included in your allocation). 
Reporting is the responsibility of the maintenance team leader; however, report lodgement is 
available to any volunteer.  

You should report any work done and any issues or problems which need further attention. You will 
receive further information on what to include in your report to ensure that it is correct and 
detailed. Submit your report/s immediately after each visit, particularly when there is a safety issue 
that needs to be actioned urgently. 

To lodge your Track maintenance report: 

1. Log into your profile on our website. If you are not sure how, or it is your first time, then visit 
the Website Help page at www.bibbulmuntrack.org.au/contact/website-help/. 

2. Once you have logged in, click on Volunteer Website which appears in the black bar at the 
top of the page. The Timesheet page will then open by default. 

3. From the menu on the right-hand side, click on Track Reporting. 

 
Navigating to your Track report page 

4. The Track Reporting form will then open. 

5. Ensure that you select the correct date of the visit (not the date you are lodging the report). 

6. Select the correct Section and the correct District. 

7. Fill out each field with as much detail as possible. 

8. Click Submit when done. 

9. You then have a once-off opportunity to download your Track report before it is sent on. 
This is recommended, so you have it for future reference. You won’t be able to do this again 
if you choose not to now. Click Download or forever hold your peace (well almost, we can 
send you a copy if you need it). 

 
Download a copy of your Track report 



To lodge your Campsite maintenance report (if applicable): 

1. Follow steps one and two above (To lodge your Track maintenance report). 

2. From the menu on the right-hand side, click on Campsite Reporting. 

 
Navigating to your Campsite report page 

3. The Campsite Reporting form will then open. 

4. Ensure that you select the correct date of visit (not the date you are lodging the report). 

5. Select the correct Campsite and the correct District. 

6. Fill out each field with as much detail as possible. 

7. Click Submit when done. 

8. You then have a once-off opportunity to download your Campsite report before it is sent on. 
This is recommended, so you have it for future reference. You won’t be able to do this again 
if you choose not to now. Click Download or forever hold your peace (well almost, we can 
send you a copy if you need it). 

 
Download a copy of your Campsite report 

 


