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Time Logging Team Member Guide 
Welcome to the Time Logging Team Member guide. This guide will 
explain why it’s important that our time is logged and how to log your own 
time. Your team leader will tell you whether you are responsible for 
logging your own time or whether they will be logging your time for you. If 
that is the case you will need to keep records of the time you spend 
volunteering and regularly send it to your team leader. 

Time logging is incredibly important because it provides physical data 
which TTP can use when applying for grants or monitoring projects. Often 
grant givers will want to know how much work has been put into projects 
and it also helps to give us an idea of which projects require the most 
volunteering time. We can also use this data to see which volunteers have 
‘donated’ volunteering time and towards which projects. 
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Individual and Group Activities 
It is important to know the difference between ‘Individual Activity’ and 
‘Group Activity’.  

● Individual Activity 
○ Any activity where you are on your own. 
○ Any activity where you are with other ‘regular’ time loggers. 

■ Each time logger will log their own individual activity. 
 

● Group Activity 
○ Any activity where you are with ‘non-regular’ time loggers. 

■ One regular time logger will log a group activity for 
everyone present (‘regular’ and ‘non-regular’ time 
loggers included) 

■ Make sure you decide who that person is to prevent the 
time being logged multiple times. 
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How To Log Time 
In order to log your volunteering time you should use the Form Titan form 
that can be found on the TTP intranet page: 
www.thetogetherplan.com/intranet 

1. Type your name into the first box. It will only accept your name if 
you are set up as a time logger. 

a. If your name isn’t accepted, contact your team leader. 
 

2. Enter the name of the event / campaign for which you are 
volunteering. 

a. As you type, the event / campaign name will appear in the 
dropdown box. 

b. Leave the box blank if your volunteering was not for a specific 
event / campaign. 

c. Contact the office if the event / campaign you want does not 
appear. 
 

3. Select whether your volunteering is classed as an ‘Individual 
Activity’ or as a ‘Group Activity’. 

4. Click on the date that the volunteering work was completed on. 
a. A calendar will appear on the screen and you’ll be able to 

select the correct date.  
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5. Enter the name of your volunteering activity. 
a. “Creating a new guide about time logging” or “Shabbat Service 

preparation” 
 

6. If you are logging time that is not part of an event / campaign fill in 
these details: 

a. Pick the Activity Type - this relates to the final event/campaign 
not the actual volunteering you did. 

i. E.g, if you are writing an article for an event, although 
you are doing “marketing and publicity”, if the event is a 
quiz night, then select the “events” option. 

b. Then select the relevant Activity Sub-Type. The options you 
see are dependent on what you selected. 

i. E.g. If your volunteer work was focused around doing 
research for the Heritage Trail, after having selected 
‘Heritage’ on ‘Activity Type’, you’d then select ‘Research’ 
in ‘Activity Sub-Type’. 

c. Now select the Region where the volunteering took place. 
i. If you can not find the correct region on the list, select 

‘other’ and then email IT support to add your region. 
ii. E.g. if you volunteered in London, select ‘London’, if you 

volunteered virtually (e.g. at an online event), select 
‘global’. 

d. In the ‘Sub-Region’ box, you’ll be asked to select exactly where 
in the region you were when you volunteered.  

e. Next select the option for the Organised By box. There are two 
options to choose from: 

i. ‘Solely with TTP’ - The event is organised by TTP for TTP 
and no one else is involved (e.g. a quiz night). 
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ii. ‘With other Groups’ - The event is organised in 
partnership with another organisation (e.g. Maccabi Fun 
Run). 

7. For Individual Activity:  
a. Simply type in your hours… if you volunteered for two hours, 

type in ‘2’ which the form will automatically change to ‘2.00 
b. You can use increments of hours but remember that it is in 

decimal form (e.g. 2.50 = 2 hr 30 mins) 
c. you must only include your time, not anyone else’s.  

 
8. For Group Activity: 

a. No. of Volunteers is the number of people (including you!) 
who you volunteered with. 

i. This doesn’t include any participants (e.g. guests of the 
event). 

b. Total Number of Hours is the number of hours that each 
volunteer gave added together. 

i. E.g. if you have 4 volunteers who each gave 2 hours, the 
‘total number of hours’ = 8 (4x2). 

c. No. of Attendees is the number of participants of the activity 
who WERE NOT volunteering.  

i. E.g. guests of the event. 
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9. You then have the option to give detailed feedback from the 
activity. This helps us to understand the activity later in a report. 

a. This is optional as sometimes the activity is self explanatory. 
b. You can enter it in English or Russian (in the correct box) - 

whichever is easier for you. 
 

10. When you are ready, click ‘Davai! (Let’s go!)’ and your time logging 
form will be submitted into the system. 
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