How to Log Volunteer Hours
Keep track of your volunteering hours by entering them onto Knights Connect.
IMPORTANT:_All volunteer hours done in a semester must be logged to Knights Connect on or
before the last day of the semester to be verified and approved. Hours submitted after the
deadline will not be approved nor denied by overseeing officers; they will remain with a
“pending” status.
All volunteer hours completed in Fall 2022 must be logged in to Knights Connect to submit for
approval by Friday, December 16th, 2022, 11:59 p.m.
DO NOT enter all the service hours in one entry. Make a separate submission for each
volunteer event you attended. One entry for multiple events will be denied.

Below is a step-by-step tutorial on how to enter them into Knights Connect.
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1. Log into your Knights Connect account using your NID and myUCF password. Once logging
in, click on your account icon in the upper right-hand corner.
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2. Click the “Service Hours” option on the drop-down menu that appears when you click on your
account icon.
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3. Click the “Add Service Hours” option to log your volunteer hours for one event.
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4. Enter all the required information to submit your volunteer hours for verification. This is an
example. The verification contact should be h4horlandoucf@gmail.com
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5. To view your approved hours, click on the “Approved” tab. Edit the time range by clicking the

“Custom” button to view approved hours for the dates you want to see.
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6. Here is an example of what a verified record looks like. When you click on a verified event, it
should have a green box saying the log entry has been approved.



