
How to log volunteer hours in your CCI online account  
 
Step 1: Student logs in to their database online account: 
Go to the online account it is linked above or you can find it on the CCI website. Enter your user name and 
password. Your user name id is typically your email address. Then click Login. If it is not working you can click on 
forgot password or can email Greenheart-ayp@cci-exchange.org for help resetting the user name or password. 

 

 

Step 2: Navigate to the Greenheart page 
 You should see your CCI homepage after you login. The Greenheart Club box is located in the bottom right hand 
corner of the screen.  When you mouse over the logo and explanation of the Greenheart club will appear.  Simply 
click Join to open the registration form. 

 

 

https://www.cci-exchange.com/Online/general/applogin.aspx?ReturnUrl=%2fonline%2fdefault.aspx�
mailto:Greenheart-ayp@cci-exchnage.org�


 
 

Step 3: Join by filling out the registration form 
After clicking Join, you will be led to the registration page. On this page you will receive instructions and be asked 
to fill out a short registration form. You should fill out all of the questions. After answering the questions click Save 
Registration.  Now that you have registered you will receive an automated welcome email.  
 

 
 

 

 

 

 

 

 



 
 

Step 4: Start volunteering and log your hours 
Now when you go to your home page you will see that your greenheart box has changed. Click volunteer hours to 
start logging your hours. 

 

 

 

 

 

 

 

 

Step 5: Add your volunteer hours  
After you click volunteer hours this page will appear. This page gives you instructions on how to add your 
volunteer hours.  When you are ready to log some service hours click the +Add button in the bottom right corner. 
You must submit a new log for each activity you do. 

 

 

 
 



 
 

Step 6: Fill out the Volunteer Log 
You should fill in every category and make sure you are entering hours, and not minutes.  Then click Save. After 
you save you will be able to see the record and there is an hour counter at the bottom of the screen so you can 
easily track your progress. 

 

  

 

After you click save, your hours will be logged. Here is an example of a volunteer’s logged hours –notice that the 
hours are totaled at the bottom right-hand corner. 

 

 
Log those hours and win prizes…. 

 


